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1. MACHHOPT ®OHJAA OINEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHHA

®onpx  ouneHouHbix cpenacts (POC) — HeorbemiieMas YacTh paboyeit
pOrpaMMbl JUCHUIUIHHBL «J[0OKyMEHTOOOOpPOT 00pa3oBaTeNbHON OpraHu3aluu» U
MpeHa3Ha4YeH ISl KOHTPOJS U OLEHKH 00pa30BaTENbHBIX JTOCTUKEHUHN CTYIEHTOB,
OCBOMBIIIMX MTPOTrPaMMYy JTUCHHUTIITUHBI.

1.2. Hesaun u 3axqa4u (pOHIA OLIEHOYHBIX CPEACTB

Lens ®OC — ycTaHOBUTH COOTBETCTBHE YPOBHS MOATOTOBKU 00y4YaroIIerocs
tpeboBanusim  OI'OC  BO  coenuanuTeT MO  HANPaBICHUIO  IMOATOTOBKH
44.05.01 Ilegaroruka W TICUXOJOTUSl JEBUAHTHOTO IOBEICHUS, YTBEP)KIECHHBIM
npukazoM MHHHCTEpPCTBA HayKH M BbICIIEro oOpasoBanus Poccuiickoit ®enepanmu
«O0 yTBepxkAeHUH (heaepalbHOIO IOCYIapCTBEHHOIO 00pa30BaTEIbHOTO CTaHAApTa
BBICIIEr0 0Opa3zoBaHus — creuuanuteT no crneunanbHocTd 44.05.01 [lenaroruka u
MICUXOJIOTHUSA JIEBUAHTHOTO noBeAeHus» oT 15 anpens 2021 r. Ne 297 (¢ usmeHeHusimu
1 JIOTIOJTHECHHUSMH ).

1.3. Ilepeyenb KommeTeHuMi, (GopMHpPYeMBIX B Mpouecce OCBOCHUS
OCHOBHOI1 00pa30BaTeIbHOI POrPpaMMBbI

[Iporiecc ocBoeHUsT AUCIUILUIMHBI HANpaBlieH Ha (GOPMHUPOBAHUE CIIEAYIOIIUX
KOMIETEHIUA U MHANKATOPOB UX TOCTHKECHHUSI:

Koa mo ®I'oC BO ‘ NHaukaTop J0CTHKEHHS

YHUBepcaabHbIE

YK-4 YK-4.1

Crniocoben OCYILIECTBIIATh nenoByro | OCylecTBiIA€T — JEJIOBYKHD  KOMMYHMKAIUIO

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

dopmMax  Ha  TOCYyIapCTBEHHOM  SI3bIKE | FTOCYIapCTBEHHOM A3BIKE Poccuiickoi

Poccuiickoit denepannu n nHoctpaHHOM(bIX) | Penepanuu

a3bIKe(ax)

1.4. Dranbl ¢GopmMupoBaHMST KOMIETEHUMH M CpPeACTBA OLECHUBAHUA
YPOBHS UX ¢()OPMUPOBAHHOCTH

3 . KonTpoabHo-011eHOYHBIE
Tanbl popmupoBanus komnereHuuii | Komnerenuun

cpeacTBa / cnocod oneHMBaHUs
Tema 1. Teoperuko-npaBoseie u | YK-4 BeicTymuieHHe Ha IIPAKTUYECKUX
HOpMaTHBHBIE OCHOBBI 3aHATUSX, YCTHBINA OMPOC
JIOKYMEHTallHOHHOT'O o0ecrieueHHs
yIpaBJeHUs
Tema 2. Crangaptuzanus npounecca | YK-4 BeicTymuieHME Ha IIPAKTUYECKUX
JTIOKYMEHTHPOBAHHUSI 3aHSTHUSIX, YCTHBIA OMPOC
Tema 3. Cucrema opranuzanuosso- | YK-4 BeicTymuieHME Ha IIPAKTUYECKUX
pacnops,ANTEIbHON JOKYMEHTAIlUU 3aHSTHUSIX, YCTHBIHA OMpPOC
Tewma 4. [lenoBoe nmucbmMo kak ocHOBHOM | YK-4 BricTynuieHne Ha DpakTUYECKHX
BU/JI IEPEIIUCKU 3aHATHUSX, YCTHBIA OMPOC
Tema 5. Opranuzanus | YK-4 BricTynuieHne Ha DpPaKkTUYECKHX
JOKyMEHTooOOpoTa  00pa3oBaTebHON 3aHATHUSX, YCTHBIA OMPOC
OpraHu3aluu




Tekymas arrecrauus YK-4 KonrponsHas pabora

IIpomeskyTOoUuHAs aTTeCTALMS YK-4 3ayer

1.5. Onucanue nokaszaresed (GOPMUPOBAHNS KOMIIECTECHIIMMI

Ko komMnereHuun Pe3yabTaThl ¢()OPMHPOBAHHOCTH

YK-4 3Haer: OpraHU3aIIO JIOKyMEHTO000pOTa o0OpasoBatenbHON
OpraHu3alliy; CBOMCTBA, PYHKUMU M MPHU3HAKH JOKYMEHTA; CIIOCOOBI U
CpeACTBa JTOKYMEHTHPOBAHUSA; KJIACCU(PUKALMIO BHUJIOB JOKYMEHTOB;
CTPYKTYPY AOKYMEHTOB U HOPMATHUBHBIC TPEOOBAHUS K MX COCTABICHUIO
1 0(OPMIICHHUIO.

YMmeer: cocTaBisATh U 0GOPMIIATH JOKYMEHTHI, (DYHKIIHOHUPYIOIIUE B
JIOKYMEHT0000poTe 00pa30BaTeNbHON OpraHU3alud, B COOTBETCTBUU C
YCTAaHOBJICHHBIMH  TpEOOBaHMSIMH, B TOM  YHCJIE  HCIIOJIB3YS
MH(POPMALIMOHHBIE TEXHOJIOTHH.

Bnageer HaBblkamMu: cocTaBieHUS U O(OPMIIEHUS pa3IMYHBIX BHJOB
JOKYMEHTOB TpPaJUIMOHHBIM CIIOCOOOM H B 3JEKTPOHHOM BUJE,
HaBBIKAMU JETIOBBIX KOMMYHHUKAIIMI B yCTHOW M MUCbMEHHOU (hopme Ha
PYCCKOM $I3bIKE.

1.6. Kpurepuu oOueHUBAHHMSI KOMIIETEHUMHA HAa Pa3HbIX IJTanax Hux
(¢opMupoBanus

KosmnuectBo
Bup yueOHoii padoThl 0a/1;10B
101010 300

BrinonHenue u 3amura npakTHYECKuX padoT 40 45
KonTponbnas padota 15 15
KoHTpoiib caMocTosTENhHOM paboThI 20 20
VYcrHbll 3aueT 25 20
Bcero 100

HaxonureanHas cucreMa ounenuBanug mo 100-0ajaabHo0M mKaJje

YerpipexoauibHaAs Cucrema
100-6anbHas | BykBenHas mkaJja, coorBercTByomas 100-
CHCTeMa OLleHMBAHUSA . OLIEHMBAHUSA
HIKaJIa 0a/JIbHOM MIKaJIe
JK3aMeHa 3ayera
OTiuaHO 90-100 A — OTIIMYHO — TEOPETUIECKOE COJICPIKAHUE

Kypca OCBOCHO ITOJTHOCTHIO, O€3 IIpoOeIoB;
HEOO0XOINMBIE IPAKTHYECKUE HABBIKH PaOOTHI
C OCBOCHHBIM MaTEpHAIOM C(HOPMHUPOBAHEI,
BCE MPEAYCMOTPEHHBIC MPOrPaMMOi
00y4eHHsT yueOHBIC 3a1aHHUS BHIIIOHEHBI,
KA4eCTBO MX BEIITOJIHEHHS OLIEHEHO YUCIOM
0aJuIoB, OJIM3KUM K MAKCHMAaJIbHOMY

Xoporo 83-89 B — oueHb X0poOIIO — TEOPETUUECKOE 3auTeHo
coziep>KaHue Kypca OCBOEHO MOJIHOCTBIO, 0e3
po0eIoB; He0OXOANMBIE PAKTHYECKNE
HaBBIKH PabOTHI ¢ OCBOCHHBIM MaTepuajioM B
OCHOBHOM c(hOPMHPOBAHBI; BCE
IIPeyCMOTPEHHbIE IPOrpaMMON 00ydeHH s
yueOHbIe 3a[aHusl BBITOJHEHbBI, KAYECTBO
BBINOJIHEHHsI OOJIBIINHCTBA U3 HUX OLIEHEHO
YHCIIOM 0aIoB, OJIM3KUM K MAKCHMAJIbHOMY




Xoporo

75-82

C — XOpOIII0 — TEOPETUIECKOE CO/ICPIKAHNE
Kypca OCBOCHO MOJHOCThI0; HEKOTOPBIC
MPAKTUICCKHUE HABBIKU PaOOTHI C OCBOCHHBIM
MaTepuanoM c(hOPMHUPOBAHBI HEOCTATOYHO;
BCE MPEAYCMOTPEHHBIC MPOrPaMMOi
00y4eHHsl yueOHBIC 3a1aHUS BHITIOJTHCHBI,
KA4eCTBO BBIIOJIHEHUS HA OJHOTO U3 HUX HE
OLIEHEHO MUHUMAJIbHBIM YHCIIOM 0aJIIOB,
HEKOTOPbIC BUJIbI 33/IaHHUI BBITIOJIIHEHBI C
OIIMOKaMU

Y 10BJIETBOPUTETIHHO

63-74

D — yA0BIeTBOPUTENBEHO — TEOPETUUECKOE
COJIepIKaHUE Kypca OCBOCHO YaCTUYHO, HO
poOeIbl He HOCAT CYIECTBEHHOTO
XapakTepa; HeOOXOAMMBIC MPAKTUICCKUE
HABBIKH PabOTHI C OCBOCHHBIM MAaTCPHAJIOM B
OCHOBHOM c(hOpMHUPOBaAHBI; OOJIBIIUHCTBO
MPEyCMOTPECHHBIX MPOrPaMMON 00YICHUS
y4eOHBIX 3aJaHUIl BBITIOJIHEHO, HEKOTOPBIC U3
BBIMOJIHCHHBIX 3aIaHUH COJICPIKAT OIIUOKH

Y 10BJIETBOPUTEIBHO

50-62

E — nocpeAcTBEHHO — TEOpETHYECKOE
COJIepI)KaHUe Kypca OCBOCHO YaCTUYHO;
HEKOTOPbIC NIPAKTHYECKIE HABBIKK PAOOTHI HE
copMHUpPOBaHbL, MHOTHE IIPEIYCMOTPEHHBIC
y4eOHOI porpaMMoit 00y4IeHUs YIeOHbIe
3aJ1aHMs HEe BBITIOJIHEHBI JIHOO KaueCTBO
BBINIOJTHEHHBIX HEKOTOPBIX U3 HUX OLEHEHO
YHCJIOM 0aJJIOB, OJIM3KUM K MUHUMAJIBHOMY

HeynosnerBopurensHo

21-49

FX — Hey10BIETBOPUTEIBHO — TEOPETUUECKOE
COJIepKAaHUE Kypca OCBOSHO YaCTUYHO;
HEOOXOAMMBIE MTPAKTHYECKHE HABBIKU pabOThI
C OCBOGHHBIM MaTepHajIoM He
c(hOpPMHUPOBAHBI; OOJIBITHHCTBO
MIPEeyCMOTPEHHBIX Y4eOHOH IporpaMMoint
o0ydeHHs yueOHBIX 3aIaHUI HE BBHITIOJTHEHO
OO0 Ka4eCTBO UX BBITIOTHEHUS OIICHEHO
YHCIIOM 0aIoB, OJM3KAM K MHHUMAIEHOMY
MIPH IOTIOJIHUTEIBHO CaMOCTOSTEIbHOM
paboTe Hax MaTepraIoM Kypca BO3MOKHO
IIOBBIINICHUC KAYE€CTBA BBIIIOJIHCHUA y‘Ie6HI)IX
3a/laHui

HeynosnerBopurensHo

0-20

F — HeyIOBIIETBOPUTEIBEHO — TEOPETUYECKOE
CoziepKaHue Kypca HE OCBOEHO;
HEO00XOIMMBbIE IPAKTHYECKUE HABBIKK PAOOTHI
He C(OPMHUPOBAHBI; BCE BHINIOJIHEHHbIE
y4eOHBIE 3aJJaHusI COIep KaT IPyOble OMINOKH;
JIOTIOJIHUTENbHASL CAMOCTOSITENIbHAs paboTa
HaJl MaTepHaIoM Kypca He IIPUBEIeT K
KaKOMy-JIH0O 3HAYMOMY ITOBBILICHUIO
Ka4yecTBa BBIOJIHEHHS YUSOHBIX 3aJaHUH

He 3aureno




2. KOHTPOJIBHO-OLIEHOYHBIE CPEJACTBA
2.1. OueHo4HbIE CPEACTBA TEKYUIEr0o KOHTPOJIS (THIIOBbIE)

Bomnpocsl 1Is1 yCTHOTO onpoca:

1. [laiTe onpeneneHue NOHATHS «TOKYMEHT.

2. Packpoiite nousitue «OVY». HazoBure npodeccroHasbHbie TEPMHUHBI U
OIpe/ieNIeHUs B 00JIaCTU AEIONPOU3BO/ICTBA.

3. HasoBure u packpoiite pyHKINN JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B 00JIaCTU OpraHU3alMM JEJIONPOU3BOJICTBA Bbl
3Haere? HaszoBuTe colepkaHue makeTa O0OS3aTENBHBIX 3aKOHOAATEIbHBIX U
HOpPMAaTUBHBIX JOKYMEHTOB B obsactu JJOVY.

5. HazoBute mpaBuia  yTBEpXKIACHHS  JIOKyMEHTOB. TpeboBaHus U
odopMIICHHE.

6. Kakue peKBH3UTHI SBISIIOTCA «IOPUAMYECKH 3HaYyuMbIMU»? IlpaBuiia mx
ogopmienus. YTo BKIIIOYAET B c€0sl MOHIATHE «IIPaBOBasi OXpaHa JOKYMEHTOB)?

7. IlpuBenure mpuMepbl JOKYMEHTOB, KOTOPBIE MOJIEKAT YTBEPKIACHUIO U HA
KOTOPBIX CTaBUTCS Nedarh. Kak opopMIIAIOTCS epeyHr TaKUX JOKYMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBUU C KOTOPBIM O(QOPMISIOT PEKBH3UTHI
nokymeHToB cucteMbl OP/I. Jlata BBeleHHE U YTO OH ycTaHaBiuBaeT. Ha3oBure Bce
PEKBU3UTHI.

9. HazoBute pekBU3UTHI 00mIero OynaHka u OnaHka ans nucbMma. [IpaBuna
opopmiienusi. Kakue Buapl OmaHkoB Bbl 3Haere? B uem ocoOeHHOCTh OiaHka
JOJDKHOCTHOTO JIuia’?

10. CornacoBanue u Bu3npoBanue. HazoBuTe BUIBI U CPOKM COIJIACOBAaHUS, U
BU3UPOBAHUE TOKYMEHTOB.

11. Pacckaxkxute 0 medarssx W wITamMmax HNpeaupuATAA W opraHuzanui. Ha
KaKuX JIOKyMEHTax crTaBsTcs mnedarb? Kakue TpeOoBaHUS NPEABSBISIOT K
UCITI0JIb30BaHUIO repOoBoil mevatu?

12. PackpoiiTe coxep:kaHWe TOHATUSA «ylpaBieHue». HazoBure cucTemsl
NOKYMEHTOB ympaieHus. Packpoiite nonstue «OP[]». Kakue rpymnmbel u BHIbI
JTOKYMEHTOB BXxoaiT B OP/1?

13. Pacckaxkxute 00 OCOOCHHOCTSIX AJIEKTPOHHOTO JTOKYMEHTA, DJIEKTPOHHOM
NEPENUCKU U TPEOOBAHUSX, IPEAbIBISIEMBIX K HEH.

14. B yem ocobenHoctu Oianka miis nuchma? HazoBute pekBU3WUTHI OJlaHKA
JUISL IMChMa ¥ PEKBU3UTHI CITyKEOHOTO MHUChMA.

15. Yto pernamMeHTHpyEeT TUIIOBASI HHCTPYKLUS 1O AEIONpPOU3BOACTBY? Jlaiite
XapaKTEepUCTUKY OPraHU3alMOHHBIM JOKYMEHTAM U Ha30BUTE UX BUIBI.

16. HazoBute Buabl HHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB, JalTe
XapaKkTepUCTUKY KaKIoMy BUIy. [ [puBennTe n3BecTHbIE BaM BHU/IBI PETUCTPALIUH.

17. JaliTe ~ XapakTEpUCTUKY YYpPEOUTEIbHBIM JOKYMEHTaM M  YCTaBYy
npeanpusatud. Kakue Buapl ycTaBoB Bbl 3HaeTE?

18. Jlaiite  xapaktepuctuky Jg0okymeHTy «llomoxkeHnune» ©W  Ha30BHUTE
CTPYKTYpPHBIE€ YAaCTH TEKCTA JOKYMEHTA U €r0 COJIEPKAHUS.



19. [aiite xapakTepucTuky JokyMeHTy «MHcTpykuus». [IpuBenure npumepsl.
JlompKHOCTHAS MHCTPYKIHS, CTPYKTypa Tekcta. Odgopmuenue. O3HaKOMIICHHE.

20. [lItatHoe  pacriucanne OcCOOCHHOCTH  COCTaBlieHUsA, O(OpMIICHUS.
TpebGoBanue K UCIIOJIB30BAHUIO YHUDUITUPOBAHHBIX (HOPM.

21. I[IpaBuna BHyTpEHHETO TPYAOBOTO pacnopsaka u [lonoxxenue o nepcoHae.

22. JlaiiTe XapaKTEpUCTUKY PACTIOPSAUTEIBHBIM JTOKYMEHTAM.

23. HazoBuTe BUbI paCTIOPSAIUTEIbHBIX JOKYMEHTOB U OCOOEHHOCTH KaXKI0TO.
Ha3zoBuTe CTpyKTypHBIE 4YacCTH TEKCTa  pPACHOPAIUTENBHBIX  JIOKYMEHTOB,
odopmieHre peaMOyIIbl U paCTIOPSAUTEIILHON YaCcTH.

24. B yem ocoOeHHOCTH ciykeOHbIX TuceM? HazoBuTe BHABI CITy>KEOHBIX
nuceM. Kakue TpeGoBaHuUs MPEABSIBISIOTCSA K TEKCTY CITY>KEOHBIX MUceM?

25. HazoBute mpaBwia oQOpMIIEHUS  PEKBU3MTA  «ajpecar». Bumusel
aJpEeCOBaHUs.

26. YTO BXOJUT B MOHATUE KIIPOBEACHUE IKCIIEPTU3BI LIEHHOCTH JOKYMEHTa»?

27. PackpoiiTe TOHATUS «IOKYMEHTOOOOPOT», «JIOKyMEHTONOTOKW». JlaiiTe
XapaKTEPUCTUKY KaXXIOMy BHAY JAOKYMEHTOIIOTOKA, YKAXKUTE€ HMX OCOOEHHOCTH.
Kakum oOpaszom onpenensiercs 10KyMEeHTOO00POT NPEpUsTUS?

28. Homenkmnarypa nein. 3auenue. CocraBieHue. Buabl HOMEHKIATYpBI.

29. IloaroToBKa JIOKYMEHTOB K cJade B BEJOMCTBEHHBIM apxuB. Craua
JOKYMEHTOB B apXuB opraHuszanuu. OnucH JOKYMEHTOB, HAXOIAIIMXCA B JIEIE.
dopma u conepkaHue akta 00 YHUYTOKEHUHN JTOKYMEHTOB U JIE.

30. Kakne noxyMeHTBI He TTouIeKaT peructpanuu’? Kak u 3aueM Benercst yueT
TaKUX MOCTYIUICHH?

31. Pacckaxknure 0 BHIAaX BXOJSAIIMX, MCXOMSIIMX BHYTPEHHUX IOKYMEHTAaX.
HoxymenToB. IlpuBenutre Qopmbl >KypHaJIbHOW peructpanuu. Pacckaxure o
peructpanuu ¢ nomousro PKK u aBromaTtusnpoBanHoi.

32. Yto BKJIIOYAET B ce€0sl MOHATHE «(POPMUPOBAHUSI» U «OPOPMIICHUS» Hei?
HazoBute npuszHaku opopmMiieHus: 00JI0XKKHU JEII.

33. Cpoku XpaHEHHUsI JOKYMEHTOB B 3aBUCHUMOCTH MX 3HauuMocTu. HazoBurte
HOPMATHUBHBIN JOKYMEHT, 10 KOTOPOMY OINPEAEIISIOT CPOKH XPAHEHHUSI.

34. Yto BKJIIOYAET B ce0sl MOHATHE «IIOATOTOBKAa JOKYMEHTOB K apXUBHOMY
xpaHeHuo»? OyHKIMH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTsbl 1J151 NpOBeIeHUSA KOHTPOJIbHOI PadoThI:

1. IpaBWibHAsA MOCJE€I0BATEIBLHOCTh HANMUCAHHUS 3JIEMEHTOB IMOYTOBOIO
ajjpeca Ha NMOYTOBBIX OTNPABJIEHUAX:

a) MOYTOBBIN UHJIEKC;

0) HaMMEHOBaHUE ajpecara;

B) HOMEpP KBApTHUPBHI;

') Ha3BaHWE HACEJICHHOTO MYHKTA;

1) Ha3BaHUE 00J1aCTH, Kpas, peCIyOJINKY;

€) CTpaHa;



) HOMEp JIoMa;

3) HA3BAHHE YJIMIIBL.

2. YHupuuMpoBaHHAs CUCTEMA JOKYMEHTAUMU — ITO:

a) cucTeMa JOKYMEHTAIMH, CO3/IaHHas M0 €AMHBIM IMpaBWIaM U TPeOOBaHUIM,
coaepkarias HGOpMaIKIo, HEOOXOIUMYIO ISl YIPaBICHHS B OINpeeTeHHON cdepe
NEATEIbHOCTH;

0) yauduiupoBaHHsie  GOpMBI  TOKYMEHTOB, CHCTEMaTH3WPOBAHHBIE  TIO
(GYHKIUSAM YIIpaBJICHUS;

B) COBOKYIHOCTb JIOKYMEHTOB, YCTAHOBJICHHBIX B COOTBETCTBUH C peUIa€MbIMU

JIOKYMEHTAMU;
I') COBOKYITHOCTb JIOKYMEHTOB, CBSI3aHHAas €JAMHOOOPa3HBIMH  ITpaBUJIAMH
odopMIICHHUS.
3. Bo3MOKHOCTH MCHOJIB30BAHUS (PAKCMMUJIE KAK COOCTBEHHOM IMOANMMCH
perJiaMeHTUPYeTC s :

a) TpaXXJaHCKUM KoJiekcoMm PD;

0) mpaBUJIaMu JIEJIONPOU3BOACTBA B (peiepanbHbIX OpraHax HMCIOJHUTEIbHOU
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JIAHKOB COOTBETCTBYET JaHHbII HA00P PEKBU3UTOB?

a) l'ocynapcrBennslii  repd  Poccuiickoii  ®enepauuu, repd cyObekrTa
Poccuiickoit  denepanuu, -sMOnemMa opraHu3alMH, TOBapHBIA 3HAK (3HAK
oOcCIyK1BaHUs), JaTa, HOMEP, MECTO COCTABJICHUS WU U3/1aHNUS;

0) OJ1aHK TTUCHMa;

B) 001IMii ONaHK;

r) OJJaHK KOHKPETHOTO BHJIa JOKyMEHTA.

S. Ilopsinok HAMUCAHMS IOYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [lpaBmiax nenompous3BOACTBa B (heliepalbHBIX OpraHax HCIOJHUTEIbHOU
BJIACTH;

06)B I'OCT P 7.0.97-2016;

B) B [IpaBuiax okazaHus ycayr MOYTOBOM CBS3H.

6. PexBU3UMT «BU32» MOKET BKJIKOYATh:

a) TOJDKHOCTh BU3HMPYIOLIErO, €ro MOJANUCh, PacM(PpOBKY (MHULUAIBL U
dbamunusi) u gary;

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

B) JIOJDKHOCTB, TIOJITUACH J1ATy;

T') TOJDKHOCTD, TIOAMHKCH, paciudpoBky noamnucu (O. 1. O.).

7. 'epOoBasi ne4aThb NPOCTABJISAETCS HA MUCHBMAX:

a) peKJIaMHbIX;

0) HaIIOMUHAHUSX;

B) MPUTJIAIICHUSX;

I') rapaHTUITHBIX;

1) ”HGOPMAIIMOHHBIX.

8. Teker [AOKYMEHTOB COCTABJSKT HA TOCYIapPCTBEHHOM  SI3bIKE
Poccuiickoii ®enepaumu WJIM Ha TOCYAapPCTBEHHbIX $3bIKAX CY0ObEKTOB
Poccuiickoii @egepauiu B COOTBETCTBUM C:



a) MpaBUjia JIENONPOU3BOJICTBA B (heepalibHbIX OpraHax MCIOIHUTEIbHON
BJIACTH;

0) 3akoHoxarenscTBOM Poccuiickoit ®exepanun u cyowbekToB Poccuiickoii
Oenepannuy;

B) [CHOY;

') TUIIOBOM MHCTPYKIIMEH MO I€IONPOU3BO/ICTRY.

9. esibI0 CTAHIAPTU3AIUM IOKYMEHTOB SIBJISIETCH:

a) IOPUJINYECKOE 3aKPEIUICHUE PE3YIbTATOB YHU(DUKAIIUU JOKYMEHTOB;

0) pa3paboTka HOMEHKJIATYPY JIeTT;

B) cCTeMaTH3allks JOKyMEHTOB B OpraHU3alluu;

r) oOecriedeHrne COXPaHHOCTH JJOKYMEHTOB;

1) 3aIuTa KOHOUICHITNATLHOCTH HH(pOpMAaIIHH.

10. YkaxkuTe BaApHAHT OTBETOB, B KOTOPOM NPAaBWJIbHO Ha3BaHbI
PEKBU3UTHI OJIAHKA MUCHMA:

a) (rep6, »MOneMa), KOJ OpraHu3aluyd, HAUMEHOBAHUS OpTraHU3allUu,
CIpaBOYHBIC JaHHBIC OO0 oOpraHu3amuu, KOA (OPMBI TOKyMEHTa, MECTO JIA
MPOCTABJICHUS JaThl JOKyMEHTa, MECTO I MPOCTABJICHHUS PETUCTPAIMOHHOTO
HOMEpA TIOKyMEHTA, CChIJIKa Ha HOMED U JaTy BXOJSIIETO TOKYMEHTA;

0) (repd, 5MmOsiemMa), HaMMEHOBAHMS OpraHU3alMU, KOJI OpraHU3alliH, JaTa
JTOKyMEHTA, MECTO JIJISI POCTABJICHHS PETUCTPAITMOHHOTO HOMEpa JOKYMEHTA, MECTO
W3JIaHUS IOKYMEHTA, CChIJIKa Ha HOMED U ATy BXOASIIETO TOKYMEHTA,

B) (rep0, oMOnema), HAMMEHOBAHUS OpraHU3AIMKM, HAUMEHOBAHUS BHUJA
JIOKyMEHTA, JaTra JOKYMEHTOB, KOJl (POpMBI JTOKYMEHTa, MECTO JUIsl TIPOCTaBIICHUS
PETHCTPAllMOHHOTO HOMEpa JIOKYMEHTa, CIpPaBOYHBIE JaHHBIE 00 OpraHu3allu,
CCBhUIKA Ha HOMEP | JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, HMOiema), HaMMEHOBAHUS OPTAHMU3AIMU, CIPABOYHBIE JaHHBIE 00
opranusauuu, koa opranuzaunu OI'PH, mecTo s nmpocTaBieHnst 1aThl JOKYMEHTA,
MECTO JIJISl POCTABJCHUS PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChIJIKAa Ha HOMED
Y 1aTy BXOJSIIETO TOKYMEHTa, MECTO JIS 3ar0JIOBKA K TEKCTY.

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

B) MHCTPYKILIUS;
r) T[OCTaHOBIICHUE;
1) TOJOXKECHUE.
12. K pekBM3MTaM NPUKA3a OTHOCATCS:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3aAIINU;
B) HauWMEHOBaHWE BUJA JOKYMECHTA,
I) 3arojioBOK K TEKCTY, TEKCT;
n) rpud yTBEpKICHUS;
€) TIOAIHUCH.
13. AKTBI cO31210TCS:
a) KOJUIETHAJIBbHO;
0) Ha OmaHkax;



B) Ha COBCIAHWH;
I)  BBIIECTOAIICH OPTaHU3AIMECH.

14. HopmaTuBHBI aKT, H3AaBaeMblii JMPEKTOPOM 00pa30BaTEJIbHOM
OPraHU3alMU WIH YUPE:KIeHUsl, 3TO:

a) MpuUKas;

0) TIOJIOXKCHHE,

B) PpAacCHOpSIKEHUE;
I) pelieHue.

15. Bo BpemMsi NMpOU3BOACTBEHHOI0 COBCUIAHMS Yy JAMPEKTOPA CeKpeTapb
3allUChIBAJI BBICTYIUICHUSI U NpPHUHATHE pemieHusi. Kakoil TOKymMeHT ciiexyer
0(pOpMHTH MO UTOraM 3aceaHus?

a) [Iporokou;

0) pelieHue;

B) paclopsHKEHHE;

I') IPOTOKOJI, PEIICHUE U PACTIOPSKEHUE;

1) 10 yCMOTPEHHUIO HAYaJIbCTBA.

16. PexkBu3duTtamMu BHeLIHEel CIIPAaBKU SIBJISIETCS:

a) Ievarh;

0) IOAINCE;

B) HAMMEHOBAHUE BUJIA JOKYMEHTA;

r) agpecar;

1) HAMMEHOBaHUE OpPraHU3aLlu;

€) CCBUIKA Ha JaTy PErHCTPalMOHHBIA HOMED.

17. ®@axkc oTiiM4aercsi OT NMCbMA MO0 0()OPMJIEHHIO TEM, UTO:

a) SIBJISIETCS HE MOJJIMHHUKOM, a KOIUEN TOKYMEHTA;

0) COEP>KUT Psifi JOTIONHUTEIbHBIX PEKBU3UTOB;

B) meyaraercs Ha Tenedakce;

') HE MOXKET OBITh 3aBEPEH MEUATHIO.

18. BbigesnTe M3 KaKUX pa3lesioB COCTOMT TEKCT NMPHUKA3a 10 OCHOBHOM
eI TeJIbHOCTH:

a) KOHCTaTUPYIOUIUHI U paclopsiANTEIbHbIN;

0) KOHCTATUPYIOIIUMA U TTOCTAHOBJISIIOIIINIA;

B) KOHCTATUPYIOIIUI U TIPeJIararoiuii;

I') OCHOBHOM U KOHCTaTUPYIOIIUH.

19. Bbizenure, B KaKOM H3 BHAOB [J0KYMEHTOB He€ IPOCTABJISIOTCS
PEKBU3UT HAUMEHOBAHMS BHU/IA J1OKYMEHTA.

a) 3asBJICHUE;

0) ciy>keOHOE TTUCHMO;

B) JIOKJIa/IHAsI 3aIIUCKa;

I') TOJ>KHOCTHASI MHCTPYKITHSI.

20. Pacnpegequre yKa3aHHble HHKE JOKYMEHTbI Ha 3 Trpynmbl:
a) opraHM3aluoOHHbIe, 0) pacnopsaAUTe/IbHbIC, B) HHOPMALIMOHHO-CIIPABOYHbIE.

1. Pe3tome.

2. JIOmKHOCTHAs HHCTPYKIIUSL.

3. PacniopsbkeHue TUpeKTopa.



4. CBOJIKa.

5. IlocTaHOBIEHUE KOJUIETHH.

6. MucTpyKuus Mo 1eT0NPOU3BOJICTRY.

7. CripaBKa ¢ MecTa padOThI.

8. [Ipukas o npueme Ha padoTy.

9. llltaTHOE pacnuca”ue.

10. TpynoBoii 10roBop.

11. ITpurnameHnue Ha BHICTaBKY.

12. PermameHT.

21. Komuccusi mo pacciielOBaHHIO MO0XKapa, TMPOU30OUIEANIEer0o B
00pa3oBaTeIbHOM YUpPeKAeHUH, YCTAHOBUIH P (PAKTOB, KOTOPbIE MOCTYKUIN
NpUYMHON nmoxapa. Kakoi 10KyMeHT J0/IKHA COCTABUTH KOMUCCUA?

a) AKT;

0) cripaBky;

B) IOKJIQJIHYIO 3aMHUCKY;

') HHCTPYKLIHIO O TPOTUBOIIOXAPHOW O€3011aCHOCTH.

22.  JIOKYMeHT,  aJpecOBaHHBII  PYKOBOAMTEJI0  OpPraHM3aLUM,
coJep:Kamuii  00CTOATEILCTBEHHOE M3JI0KeHMe KaKoro-jiuéo Bompoca C
BbIBOJAMHM U MPeEIJI0KeHUSIMHU COCTABJICHNUS, HA3bIBACTCH:

a) aKT;

0) npeacTaBICHUE;

B) JIOKJIJ[HAs 3aIHCKa;

) IPEAJIOKEHHUE.

23. IaToii ca1y:kKeOHOro MUChbMA SABJISIETCS 1aTa:

a) COCTaBJICHUS,

0) OoTIIpaBJICHMUS;

B) MOJMUCAHUS,

T') MOJYYEHUS.

24. CnucoK NMPUCYTCTBYKOIIMX HA 3acelaHuud oopmiiseTcsi OTAEJbHO U
NPHJIATAeTCs K MPOTOKOJIY, €CJIM TAKOBbIX:

a) 6onee 15;

0) 6onee 10;

B) OoJiee 25.

25. Odopmiienne o00JI0KKHM Jdejia IS MOCJAEIYHOIIEro XpaHEHUs
onpeneJsiercs:

a) CTaHAapTOM;

0) MHCTpYKLIKEN N0 JEIONPOU3BOJICTBY;

B) pPacIopsHKEHUEM PYKOBOIUTEIS.

26. JkcnepTU3a HEHHOCTH I0KYMEHTA MPOXOAMT B jrama:

a) YEeThIPE;

0) Tpu;

B) JIBa.

27. Homenkiaarypa aeJ (padounii 3K3eMILUIAP) NOMEIAOT HA:

a) CTOoJIE, IO CTEKIIOM;

0) nBepiie mkada c JOKyMEHTaAMU;




B) BHYTPEHHEN CTOPOHE ABEPILIbI MKada ¢ JOKyMEHTaMHU.

28. Bce uaucThl gesia mpM MOATOTOBKE HMX K Iepeaaye B apXuB
HYMEPYIOTCH:

a) YepHBIM rpaUTHHIM KapaHIaIIoM;

0) YepHBIMH YEPHUIIAMU;

B) KpaCHbIM KapaHJ1alllOM.

29. Bxoasimue JOKYMEHTHI perUCTPUPYHOTCS:

a) MOCJIe O3HAKOMJICHHS] C HUMH PyKOBOJMTEIIS;

0) B epBOM MTOJIOBUHE JTHS MTOJIYYCHHUS;

B) /10 O3HAKOMJICHUS] C HUMHU PYKOBOIUTES.

30. Kaxxaasi oOpa3oBaTe/ibHAasi Opranu3anus 00si3aHa UMeTh:

a) CBOJIHYIO0 HOMEHKJIATYPY;

0) UHIUBUIyaIbHYI0 HOMEHKJIATYPY;

B) TUTIOBYIO HOMEHKJIATYPY.

31. 3a CKOJIBbKO [HeH /0 HCHOJHEHUS NPOBOAAT NpeAyNpeauTe bHbII
KOHTPOJIb?

a) 1Ba;

0) ouH;

B) TPHU.

32. PazgesquresisiMi B CIIPABOYHO KapTOTEKe CJIYKAT:

a) Ha3BaHUA CTPYKTYPHBIX MOAPa3ICICHU;

0) HanpaBJIeHUs JESATEIBHOCTU MPEATPUITHS,;

B) JIHU HEJIEJIN, MECSIIA.

33. Ha ucxoasimeM J0KyMEHTe PEKBU3HUT «1aTa» CTABUTCH:

a) COCTaBUTEIIEM JIOKYMEHTA;

0) Ipu perucTpanuy,

B) MIOCJIE MOJIMTUCAHUS PYKOBOAUTEIIEM.

34. Eciiu B aeJie coaepskarcs I0KYMEHTbI Pa3JIM4HOM LEHHOCTH, TO CPOK
XpaHeHHsl YCTAHABJIUBAETCS:

a) OONbIINI;

0) MEHBIIINIA;

B) CpPEIHUM.

3amaHus I CaMOCTOSATEIbLHO PadoThI

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

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

3aganme 3. Bemmmmre Ha nuct dopmata A4 Bce mpaBwia odopmiIeHHS
TEeKCTa JOKYMEHTa: HMHTepBasibl, mpudthl U T. A. B coorBerctBun ¢ ['OCT P
7.0.97-2016.

3ananme 4. CocrtaBuTh U O(QOPMUTH JOKIAIHYIO 3alUCKy O HapyLIEHUU
TPYJIOBOM TUCUUILIMHBI paOOTHUKOM. Bce peKBU3UTHI U 31€MEHTHI TEKCTA JOOABUTH
camoctoaTenbHo. HamucaTh OOBSCHUTENBHYIO 3alMCKy OT HMMEHU pPaOOTHUKA,
HapYLIUTENS TPYAOBON AUCIUIUIMHBI.



3aganme S. Hanvcath 0TBETHOE MUCHhMO-0J1ar0JapHOCTh HA MTO3/[PABJICHHE.
2.2. OneHO4YHBbIE CPeICTBA JJIsl IPOMEKYTOYHOM aTTecTanum (3a4er)

Bomnpocsl aJ1s1 npoBeieHU 3a4eTa:

1. [TonsiTHE «AOKYMEHT» U €r0 (PyHKIIHH.

2. Knaccugukanus J0KyMEHTOB.

3. CylIHOCTh M OCHOBHO€ Ha3HA4YE€HHE JOKYMEHTAI[MOHHOIO OOecredeHus
JEATEIIbHOCTH Meaarora.

4. Cuctembl JOKYMEHTAIIUH.

5. 3akoHo/aTeNbHAsE U HOPMATUBHO-METOJIMYECKas 0a3a IOKYMEHTAlMOHHOTO
oOecrieueHus yIpaBJIeHHUS.

6. ®opmyJIsIp JOKYMEHTA.

7. CocTaB peKBU3UTOB TOKYMEHTOB.

8. TpeboBanus Kk 0(hOPMIICHUIO PEKBU3UTOB JIOKYMEHTOB.

9. TpeboBaHus K O1aHKaM JOKYMEHTOB.

10. Cuctema noKyMeHTaluy B 00pa30BaTeIbHON OpraHU3aLHH.

11. Opranuzanuonssie JokyMeHThl cuctembl OPJl. OOmiast xapakTepucTuka u
Ha3HAYEHUE JJOKYMEHTOB.

12. PacniopsiautenbHabie JOKyMeHThl cucteMbl OP/[. OOmias xapakTepucTika u
HAa3HAYEHUE JOKYMEHTOB.

13. UadopmarmonHo-cripaBouHble  TOKyMeHThl cuctembl OPJl.  OO6mias
XapaKTepUCTUKA U Ha3HAYEHUE JOKYMEHTOB.

14. JIenoBoe MMCchbMO Kak OCHOBHOM BHUJ TIEPETIMCKH.

15. bnanku nns nucem. opMysip AEIOBOTO MUCHMA.

16. OcobenHoCcTH OPUITHATBEHO-EIOBOTO CTUJISL COCTABJICHUS TEKCTa JACIOBOTO
NUChMa.

17. Bugel  CllyXkeOHBIX  THCEM, COCTaBJISIFOIIIME  OCHOBY  JICJIOBOM
KOPPECTIOHEHIUH.

18. DnexTpoHHas nepenucKa. JIEKTPOHHBIN TOKYMEHT.

19. Opranuzaiusi 10KyMEHTOO00pOTa 00pa30BaTEIbHOM OpraHu3aI|u.

20. ®opmMbl OpraHuzalMu padbOThl € JIOKYMEHTaMd. JIOKyMEHTOOOOpOT.
JIOKyMEHTOIOTOKH.

21. Ilopsaok 00pabOTKM BXOIALIMX JOKYMEHTOB. Peructpanus J0KyMEHTOB.

22. [lopsimok 00pabOTKK UCXOAIIUX IOKYMEHTOB.

23. Ilopsiaok paboThl ¢ BHYTPEHHUMH TOKYMEHTAMHU.

24. HomeHkiatypa Jen.

25. ®opmupoBaHue, odopmIiIeHHE, XpaHECHUE hi(Sh) B TEKyLIEM
JEJOMPOU3BOICTBE.

26. YHudukanus JOKyMEHTOB.

27. CrangapTusanus J10KyMEHTOB.

28. Hymepanuss MHOrOCTPaHUYHOTO TOKYMEHTA.

29. lllpudTel, KErNIK U MOJISL, IPUMEHAEMbIE TTPU O(POPMIIEHUH IOKYMEHTOB.

30. Pe3tome, aBToOuorpadus, XxapakTepuCTUKA: TTOHATHE, HAa3HAYEHUE, COCTaB
PEKBU3UTOB.



31. 3asBIIEHHUE: TOHATHE, HA3HAYEHNE, COCTAB PEKBU3UTOB.

32. CnyxeOHas 3amucKa: MOHsATHE, Ha3HAYEHUE, COCTaB PEKBU3UTOB.

33. OObsicHUTENbHAS 3aMMCKa: MOHATHE, HA3HAYCHHE, COCTaB PEKBU3HUTOB.

34. JloknagHas 3anycKa: MOHATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

35. CnpaBka: NOHsITUE, Ha3HAYEHUE, COCTAB PEKBU3UTOB.

36. AKT, IPOTOKOJI: IOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

37. Ilpuka3s, pacnopspKeHUE: OHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

38. [Iprka3 1o TMYHOMY COCTaBY: MOHSTUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

39. YcraB, NOJIOKEHUE: IOHATUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

40. JomKHOCTHAsI MHCTPYKIMS: TTOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

41. UHCcTpyKUHMsS 1O AEJNONPOU3BOJACTBY: TOHSTUE, HA3HAYEHHUE, COCTAB
PEKBU3UTOB.

42. IlpaBuiia: MOHATUE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

43. KOoJIIEKTUBHBIN JOTOBOP: MOHATHUE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

44. OcoOEHHOCTH COCTaBJIEHUS TEKCTA MTPOTOKOIA.

45. OcoOeHHOCTH COCTaBJIEHUS TEKCTA MTPUKa3a.

46. PexBu3uthel repd, sMOJieMa, TOBApHBIM 3HAK (3HAK OOCIY>XKHMBaHUs), KO
(bOpMBI JOKYMEHTA.

4’7. PEeKBU3UT HAMMEHOBAHUE OpraHU3alMy, HAUMEHOBAHUE CTPYKTYPHOT'O
No/Ipa3/ieJIeHusl, HAMMEHOBAaHUE JOJKHOCTH JIULA.

48. PeKBU3UT CIpAaBOYHBIE JJaHHBIE 00 OpraHU3aIUu.

49. PexkBU3UT HAMMEHOBAaHUE BU/IA JOKYMEHTA.

50. PexBu3uT 1ata TOKyMEHTA.

51. PEeKBUBHUT perucTpaliOHHbIA HOMEP JOKYMEHTA.

52. PEeKBU3UT CCBUIKA HAa PETUCTPALMOHHBIA HOMEpP M J1aTy IOCTYIHBILETO
JOKYMEHTA.

53. PeKBU3UT MECTO COCTABJICHUS (M3AaHUs) TOKYMEHTA.

54. PekBU3UT rpud orpaHUYECHHs T0CTYyNa K JOKYMEHTY.

55. PekBusur aapecar.

56. PekBU3UT rpud yTBEPKICHUS JOKYMEHTA.

57. PEeKBU3HT 3arojOBOK K TEKCTY.

58. PEKBU3HUT TEKCT TIOKYMEHTA.

59. PeKBU3UT OTMETKA O IPUIIOKEHUH.

60. PexBu3uT rpud cormacoBaHusi JOKYMEHTA.

61. PexBuzur Bu3a.

62. PekBU3HUT NOJMHKCH.

63. PexBU3HUT OTMETKA 00 SIEKTPOHHOM MOIHCH.

64. PexBU3UT neyvars.

65. PexkBU3HUT 0TMETKA 00 UCTIOTHUTEE.

66. PeKBU3UT OTMETKA O 3aBEPEHUU KOIIHH.

67. PeKBU3UT OTMETKA O OCTYIIJIEHUU JOKYMEHTA.

68. PEeKBU3UT pe30JIOLIHSL.

69. PekBU3HUT OTMETKA O KOHTPOJIE.

70. PEeKBU3UT OTMETKA O HAINIPABJIECHUU JTOKYMEHTA B JIEJIO.



