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1. MACHIOPT ®OHJA OIIEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHHA

®onn oueHouHbIX cpeAcTB (POC) — HeoTbeMIIEMast YaCTh padoUeill MPOrpaMMbl
JUCUUIUIMHBL  «/[oKyMEeHTalMOHHOE oOeclieyeHue JeATEIbHOCTH NeAarora» u
NpEeIHA3HAYEH ISl KOHTPOJIS U OUEHKH 00pa30BaTENbHBIX JTOCTUKEHUN CTYJECHTOB,
OCBOMBIIIHX IIPOTrpaMMy JTUCUHUIIIIUHBI.

1.2. Hesaun u 3aqa4u (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKU OOYYarOIIETOCS
tpeboBanusiM PI'OC BO OakamaBpuar mo HampablieHUI0 noarotoBku 44.03.04
[IpodeccuonansHoe oOydeHue (MO  OTpacisiM), YTBEPKACHHBIM IPUKA30M
MunucrepctBa obpazoBanus U Hayku Poccuiickoit @enepamuu ot 22.02.2018 1. Neo
124 (¢ u3meHeHusIMH M JonosiHeHUsiMH) U I[IpodeccroHanbHBIM CTaHIAPTOM,
yTBepKaeHHBIM [ [pnkazom MuHHCTEpCTBA Tpya M CONMAIBHON 3amuThl Poccuiickon
Oeneparun = «O0  yTBepkJIeHHM TpodeccuoHanbHoro crangapra «llemaror

npoeCCUOHAIBHOTO 00YyUYEeHUsI, CPeAHEro mpodeccruoHaabHOro 00pa3oBaHUS»» OT
21.03.2025 r. Ne 136mH.

1.3. Ilepeyenb kommnereHuuii, GopMuUpyeMBIX B MpoLecce OCBOCHUS
OCHOBHOI1 00pa30BaTeIbHOI MPOrPaMMBbI

[Ipouecc ocBOEHMsI TUCLUILIMHBI HAlpaBlieH Ha (OPMHUpPOBAHHE CIEIYIOLINX
KOMIIETEHIIMHA U MHIUKATOPOB UX JTOCTHKEHHUS:

Kox mo ®I'OC BO \ NHaukaTop 10CTHKEHU

YHuBEpcalbHbIE

YK-4. YK-4.1.

CrniocobeH oCyIEeCTBIATh JIEIOBYIO OcymiecTBisgeT 1€0BYH0O KOMMYHMKALIMIO B

KOMMYHHKAIMIO B YCTHON U TUCBMEHHOMN YCTHOM M NHMCbMEHHOM  Qopmax  Ha

dbopMax Ha rOCYAapCTBEHHOM SI3bIKE rOCyIapCTBEHHOM SI3BIKE Poccuiickoi

Poccuiickoii @enepanuu u uHocTpanHoM(bix) | Penepanun

sI3bIKe(ax)

1.4. Dransl ¢opmMHpoBaHMS KOMIETEHUMH M CPeACTBA OLECHUBAHUA
YPOBHS X ¢()OPMHUPOBAHHOCTH

N KoHTpo/ibHO-01IeHOYHbIEe

Jransbl popmupoBanus komnereHuuin | Komnerenuun

cpeacTBa / cnocod OeHUBAHUSA
Tema 1. Teoperuxo-npaBoBeie U | YK-4 BeicTynieHue Ha NIPAKTUYECKUX
HOPMaTHBHBIE OCHOBBI 3aHATUAX, YCTHBIN ONPOC
JOKYMEHTALlUOHHOT'O obecrieyeHus
yIIpaBJICHUs
Tema 2. Cranpaptuzanus npouecca | YK-4 BricTynieHue Ha NIPAKTUYECKUX
JOKYMEHTUPOBAHUS 3aHATUAX, YCTHBIM ONPOC
Tema 3. Cucrema opranuzanuonto- | YK-4 BricTynieHue Ha NIPAKTUYECKUX
pacnopsIIUTENIbHON JOKYMEHTALMHI 3aHATUAX, YCTHBIM ONPOC
Tema 4. JlenoBoe nucbMo kak ocHOBHOH | YK-4 BeicTynieHne Ha IPAKTUYECKUX
BH/JI TICPEIIUCKU 3aHATHAX, YCTHBIA OIPOC




Tema S. Opranuzanus | YK-4 BricTynieHue Ha IPaKTUYECKHUX
JIOKyMEHTO000OpOoTa  00pazoBaTelbHON 3aHATHUAX, YCTHBIN OMPOC
OpraHu3aIyu

Tekyiasi aTrecTauus YK-4 KontponbHas padora
IIpome:kyTOUHAS aTTeCTALMS YK-4 3auer

1.5. Onucanue nokasareseil GopMUpPOBaAHUSA KOMIIETEHIUH

Koa komnereHuun Pe3yabTarsl chOpMUPOBAHHOCTH
YK-4 3HaeT: TuTepaTypHyo GopMy rocyJapCTBEHHOTO S3bIKa, OCHOBBI YCTHOM
U IUCBbMEHHOM  KOMMYHMKAllMM  HAa  WHOCTPAHHOM  f3BIKE,
(yHKIMOHATBHBIE CTHIM POJHOTO s3blKa, TpeOOBaHUS K JEJIOBOM
KOMMYHUKaIUH.
VYMeeT: BblpaxaTb CBOM MBICIM Ha POJHOM M MHOCTPAHHOM SI3BIKE B
CUTYyallUU JEJI0BOI KOMMYHHKALIUU
Brnaneer: HaBbIKaMU COCTaBIECHHS TEKCTOB Ha TIOCYJApCTBEHHOM U
POJHOM $3BIKaX, ONBIT MEPEBOAa TEKCTOB C MHOCTPAHHOI'O s3bIKAa Ha
POAHOM, OIBIT OOIIEHNUS HA TOCYJAPCTBEHHOM U MHOCTPAHHOM SI3BIKaX.

1.6. Kpurepuu oueHUBaHHSI KOMIIETEHIMHA HAa Pa3HbIX IJITanax HXx
¢popmupoBanus

KoaunuyecrBo
Buj yueOHoii padoThl 0aJI0B
(01010 300

BrinonHenue 1 3ammra npakTH4ecKux padot 40 45
KonTtponbHas pabora 15 10
KoHTponb camocTosITebHOM paboTh 20 20
YCTHBIH 3a4eT 25 25
Bcero 100

HakonureabHas cucreMa ounenuBanusa nmo 100-0anabHoM miKkaJje

YeTpipexoaiibHast Cucrema
100-6annbHass | BykBeHHas mKkaJjia, cooTBeTcTBYyIOmas 100-
cucTeMa OLeHHBAHUSA N OlleHMBaHUS
KaJjia faIbHON mIKaje
JK3aMeHa 3ayera
Otau4HO 90-100 A — OTJIMYHO — TEOPETHYECKOE COJICPIKAHNE
Kypca OCBOEHO TIOJTHOCThI0, O€3 TIPOOeIoB;
HE00XOIMMBIE IPAKTHYECKIE HABBIKH PAOOTHI
C OCBOCHHBIM MaTepHaIOM C)OPMHUPOBAHBI;
BCE MIPEyCMOTPEHHbIE POTrPaMMOii
o0yd4enust yueOHbIe 3a1aHUsI BHIIIOIHEHBI,
Ka4eCTBO X BBIIIOJHEHHS OLEHEHO YUCIOM
0ayuIoB, OJIM3KMM K MAaKCUMAIbHOMY
Xoporo 83-89 B — oueHb XOpOILIO — TEOPETUUECKOE
3auTeHo

coziepKaHHe Kypca OCBOCHO IOJHOCTEIO, 0e3
po6eIoB; HeOOXOJUMBIE TPAKTHIECKHE
HaBBIKHU pa6OTBI C OCBOCHHBIM MaT€puajioM B
OCHOBHOM C(pOPMHPOBAHBI; BCE
MpeyCMOTPEHHBIE TIPOrpaMMoii 00yUeHHUs
y4eOHBIE 3aJaHNUs BBIOJIHEHBI, KAYECTBO
BBITIOJTHEHHS OOJIBIIMHCTBA N3 HUX OLIEHEHO
YHCJIOM 0aJITIOB, OJIM3KUM K MaKCUMaJIbHOMY
Xoporo 75-82 C — X0po1I0 — TEOPETUYECKOE COEPKaHNe




Kypca OCBOEHO TIOJIHOCTBIO; HEKOTOPBIE
NPaKTHYECKUE HAaBBIKK pabOTh C 0CBOCHHBIM
MarepuaioM chopMHpPOBaHbI HEIOCTATOYHO;
BCE IIPEAYyCMOTPEHHbIE POTrPaMMOii
o0y4enust yueOHbIe 3a1aHUsI BHIIIOJIHEHEI,
Ka4eCTBO BBINOJHEHUSI HU OJTHOTO U3 HHUX HE
OLICHeHO MHHHMAJIbHBIM YHCIIOM 0aJlIoB,
HEKOTOPbIE BHIbI 33IaHUI1 BBITIOJIHEHBI €
omnOKaMu

Y 1OBIETBOPUTETHHO 63-74 D — ymoBneTBOPUTEIHHO — TEOPETUIECKOE
cozlepKaHHe Kypca OCBOCHO YaCTHYHO, HO
1poOeIBl He HOCAT CYIECTBEHHOT'O
XapakTepa; He0OXOIMMBIC PaKTHISCKUE
HaBBIKH PabOTHI C OCBOGHHBIM MaTepHajioM B
OCHOBHOM C(hOpMHUPOBaHBI; OOJBIIUHCTBO
MPeyCMOTPEHHBIX TPOTPaMMOi 00yUdeHNUs
yueOHBIX 331aHHH BBITIOJIHEHO, HEKOTOPBIC U3
BBITIOJHEHHBIX 3a8JJaHUH coJiepKaT OIHOKU

Y 1OBIETBOPUTEIBLHO 50-62 E — mocpezncTBeHHO — TeOpeTHYECKOe
COJIepKaHUe Kypca OCBOCHO YaCTHYHO;
HEKOTOPbIE IPAaKTHYCCKHE HABBIKH PabOTHI He
c(opMHpPOBaHBI, MHOTHE MPETyCMOTPEHHBIE
y4eOHOi1 mporpaMMoii 00ydeHus yaeOHbIe
3a/IaHUs HE BBITIOJTHEHBI JTHOO Ka4eCTBO
BBITIOJTHEHHBIX HEKOTOPBIX U3 HUX OLICHEHO
YHCIIOM 0aJIJIOB, OJIM3KUM K MHHUMAIBHOMY

HeynosnetBoputensHo 21-49 FX — HeyJ0BIETBOPUTENILHO — TEOPETUIECKOE
coJiepXKaHne Kypca OCBOGHO YaCTHYHO;
HEOOX0AUMBIEC MPAKTHYECKUE HABBIKU PabOThI
C OCBOCHHBIM MaTepHanoM He
c(hOopMHUPOBAHBL, OOJBITHHCTBO
MPEIyCMOTPEHHBIX Y4eOHOH MporpaMmoit
0o0yueHHs yueOHBIX 3a1aHUI HE BHITIOJTHEHO
00 KauyeCTBO UX BHITIOJHEHUS OLCHEHO
YUCIIOM 0aJIOB, OJIM3KAM K MHHAMAIIEHOMY;
TIPH JTOTIOJTHUTEIEHO CaMOCTOSATEIIFHON
paboTe HaJl MaTepHaIoOM Kypca BO3MOXKHO

He 3auteno
MOBBIIICHHE KAUYeCTBA BBITIOJIHEHUS yUeOHBIX
3aJaHui
HeynoBneTBOpUTENBEHO 0-20 F — Hey10BIETBOPUTEIILHO — TEOPETUICCKOE

coJiep;KaHue Kypca HE OCBOEHO;
HE00XOIMMBIE MMPAKTHYECKHE HABBIKH PAOOTHI
He c(OPMHUPOBAHBI; BCE BBHITIOJIHEHHBIE
yueOHbIe 3aJ]aHusl COJIepIKaT rpyOble OIIHOKH;
JIOTIOJTHUTENbHAsI CaMOCTOsATeNIbHas paboTta
HaJ MaTepHuajoM Kypca He MPUBEJET K
KaKOMY-JI100 3HaYUMOMY HOBBIIICHHIO
Ka4yecTBa BBIIIOJIHEHHUS YUEOHBIX 3aJaHUH

2. KOHTPOJIBHO-OIIEHOYHBIE CPE/ICTBA
2.1. OueHoYHbIE CPECTBA TEKYIIEr0 KOHTPOJIA (TUIOBBIE)

Bonpocsl as1s1 yCTHOr0 onpoca:

1. JlaiiTe onpenesieHHE MOHATUS «IOKYMEHT.

2. Packpoiite nousitue «J10VY». HazoBure mpodeccruoHaabHble TEPMHUHBI U
OIpesieNIeHUs B 00J1aCTH AEeIONPOU3BOICTBA.

3. HazoBute u packpoiTe pyHKIMH JOKYMEHTOB.



4. Kakue OoCHOBHbIE 3aKOHBI B OOJIACTH OpraHU3ALMK JEJIONPOU3BOICTBA BbI
3Haete? HazoBute coaepkaHue TMakeTa O0O0SM3aTENbHBIX 3aKOHOAATEIBHBIX H
HOPMATHUBHBIX JOKYMEHTOB B oOsnactu JIOVY.

5. Ha3oBure npaBuna yTBepKAeHUS JOKyMeHTOB. TpeboBaHusa 1 0popMIIEHHE.

6. Kakue pekBU3UTHI SIBIAIOTCS «IOPUAWYECKH 3HAYMMBbIMK»? [lpaBuia ux
oopmiienus. Yto BKIItOUAET B ce0sl MOHITHE «IIPABOBasi OXpaHa JOKYMEHTOB»?

7. IlpuBegute npuMepbl TOKYMEHTOB, KOTOPBIE MOJJIEKAT YTBEPKICHUIO U HA
KOTOPBIX CTaBUTCS nedath. Kak opopMIIsioTCs mepeyHu Takux J0KYMEHTOB?

8. HazoBute 3aKkoH, B COOTBETCTBUU C KOTOPBIM O(GOPMIISIOT PEKBU3UTHI
nokymeHToB cucteMbl OPJI. Jlata BBe/ieHre U 4TO OH ycTaHaBnuBaeT. Ha3zoBute Bce
PEKBUBHTHI.

9. HazoBure pekBu3uTHI 00Iero OjaHka u OjaHka g nuchkMma. I[lpaBuita
opopmiienus. Kakue Buapl OmaHkoB Bbl 3Haere? B uem ocoOeHHOCTh OjaHka
JOJDKHOCTHOTO JInIa?

10. CormacoBanue u Bu3upoBanue. Ha3oBute BUABI U CPOKU COTJIACOBAHUS, U
BU3UPOBAHHUE TOKYMEHTOB.

11. Pacckaxkute 0 meyaTsix v ITaMIiax NpenpusaTuil u opranuzanuii. Ha kakux
JTOKyMEHTax craBsTcs nevyaTh? Kakue TpeOOBaHMS MPEIbABIAIOT K UCIOIb30BAHUIO
repOoOBO# nevaru?

12. PackpoiiTe conepkaHue TOHSATUS «ympaBieHHe». Ha3oBuTe cHCTEMBI
JOKYMEHTOB ympasieHus. Packpoiite monstue «OPJl». Kakue rpynmbl U Buibl
JIOKyMEHTOB BxoAsT B OP/]?

13. Pacckaxxure 00 OCOOEHHOCTSAX SJEKTPOHHOIO JOKYMEHTA, JJEKTPOHHOMU
NEPENUCKU U TPEOOBAHUSIX, IPEAbIBISIEMBIX K HEH.

14. B yeM ocobeHHOCTH O1aHKa 1715 TucbMa? HazoBuTe pekBU3UTHI O1aHKa IS
NUChMa U PEKBU3UTHI CIIyKEOHOTO MHUChMA.

15. Yto pernmaMeHTHpYyET TUIIOBAsi MHCTPYKLMS MO AeT0onpou3BoacTBy? Jlaiite
XapaKTEPUCTUKY OPTaHU3AUOHHBIM JTOKYMEHTAaM U HA30BUTE UX BUJBI.

16. HazoButre Buasl WHGOPMALMOHHO-CIPABOYHBIX JIOKYMEHTOB, JalTe
XapaKTEPUCTHUKY KaxaoMy Buay. [IpuBenuTe u3BecTHbIE BaM BUIbl PETUCTPALIUY.

17. JlaiiTe  XapaKTepUCTUKY Yy4UPEAUTENbHBIM JOKYMEHTAM U  YCTaBy
npeanpusatud. Kakvue BUJbl yCTaBOB Bbl 3HAaETE?

18. Jlaiite = xapaktepuctuky aAokymeHty «llonokeHue» ©  Ha30BUTE
CTPYKTYPHBIE€ YACTH TEKCTa JOKYMEHTA U €r0 COACPKAHUS.

19. [daitte xapaktepucTuky nokymeHTy «HCTpyKums». [IpuBenure npumepsl.
JlomKHOCTHAs! HHCTPYKIMS, CTPYKTypa Tekcta. Opopmienue. O3HakKOMIICHHE.

20. [lITatHoe  pacnmcanne (OCOOEHHOCTH  COCTaBICHHS, OGMOPMIICHHUS.
TpeboBaHUE K UCTIOTH30BAHUIO YHU(PUITUPOBAHHBIX (HOPM.

21. IlpaBuia BHyTpEHHETO TPYIOBOTO pacnopsaka u [lonoxenue o mepconare.

22. JlaiiTe XapaKTepUCTUKY PACTIOPSAUTEIbHBIM JOKYMEHTAM.

23. HazoBuTe BUIBI pACTIOPSAUTENBHBIX TOKYMEHTOB U OCOOEHHOCTH KaX0To0.
HazoBuTe CTpyKTypHBIE YaCTH TEKCTA PACHIOPSIUTEIBHBIX JOKYMEHTOB, 0()OpMIICHHE
npeamMOyJIbl U pacopsAIUTEIHLHON YaCTH.

24. B yeM ocoOeHHOCTH CayXeOHbIX muceM? HazoBuTe BUIBI CITyXEOHBIX
nuceM. Kakue TpeGoBaHUs MPEABSIBISIIOTCS K TEKCTY CIY>KEOHBIX MuceM?



25. HazoButre mpaBuia oGOpMIICHHS  PEKBU3UTAa  «aapecar». Bumusel
aJpEeCOBaHUS.

26. UTO BXOJUT B MOHATUE «IIPOBEICHUE IKCIIEPTU3HI IICHHOCTH IOKyMEHTa»?

27. PackpoiiTe TOHATUSA <«IOKYMEHTOOOOPOT», «IOKYMEHTOMOTOKW». JlaiTe
XapaKTePUCTUKY KaXIOMYy BHIY JTOKYMEHTONOTOKA, YKaXHT€ HX OCOOCHHOCTH.
Kakum o0pa3zom onpeniensiercss JOKyMEHTOOOOPOT MPEAIPUITHS?

28. Homenknatypa aen. 3Hauenue. Cocrapienue. Buibl HOMEHKIATYPBI.

29. [lonrotoBka JOKYMEHTOB K cJade B BEAOMCTBEHHBIM apxuB. Craua
JIOKyMEHTOB B apXuB opranHuzanuu. Onucu JTOKYMEHTOB, HaXONAIIUXCS B JeJe.
dopma u conepkaHre akTa 00 YHUYTOKEHUH TOKYMEHTOB U JIE.

30. Kakne noxkymeHTHI He moafexar peructpanun? Kak u 3auem Benercst yder
TaKUX MOCTYIUICHHUN?

31. Pacckaxute 0 BHJAX BXOJSALIMX, MCXOIALIMX BHYTPEHHUX JOKyMEHTaX.
JoxymenTtoB. IlpuBeaute ¢(opMbl >KypHaJdbHOW peructpauuu. Pacckaxure o
peructpanuu ¢ nomonibio PKK 1 aBTomaTi3npoBaHHoi.

32. Yto BKiItOYAET B ceOs MOHATHE «(HOPMUPOBAHU» U «ODOPMIICHUSD J1E?
HazoBute npuszHaku opopMiieHUs: 00JI0XKKHU AEII.

33. Cpoku XpaHEeHHs] JOKYMEHTOB B 3aBHCHUMOCTH WX 3HaumMocTu. HazoBute
HOPMAaTUBHBIN JJOKYMEHT, TI0 KOTOPOMY OIIPEAETSIOT CPOKU XPaHEHUSI.

34. Yto BKIIOYAET B ceOS MOHSATHE «IOJTOTOBKA JIOKYMEHTOB K apXHBHOMY
xpaHeHuo»? OyHKIMH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTsbl 1J151 NpOBeIeHUSA KOHTPOJIbHOM padoThI:

1. IIpaBujbHAs NMOCIEA0BATEJIbHOCTh HANMMCAHHUS 3JIEMEHTOB IOYTOBOIO
aJpeca HA MOYTOBLIX OTHPABJIEHUAX:

a) MOYTOBBIN UHJIEKC;

0) HaMMEHOBaHUE aJipecaTa;

B) HOMEpP KBApPTHUPBHIL;

') Ha3BaHHUE HACEJICHHOTO MyHKTA;

1) Ha3BaHUE 00J1acTH, Kpas, peCIyOInKH;

€) CTpaHa;

) HOMED JI0Ma;

3) Ha3BaHUE YJIUIIBI.

2. YunpuuupoBaHHAS CHCTEMA JOKYMEHTALMHU — ITO:

a) cucTeMa JOKYMEHTAIIMH, CO3JaHHas M0 €IWHBIM IMpaBuUjiaM U TPeOOBaHUSM,
cozieprkarias uHMOpMaIuoo, HEOOXOIUMYIO JIJIsl YIIPABIIEHUS B ONpeIesieHHON cdepe
JEATEIIbHOCTH;

0) yaudunupoBanipie  (POpMBI  JOKYMEHTOB, CHUCTEMATU3UPOBAHHBIE TIO
GYHKIHSIM YIIpaBJICHUS;

B) COBOKYITHOCTH JIOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C PEIIAEMBIMU
JIOKyMEHTaMU;



I') COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHas €IMHOOOPA3HBIMU  IPABUIAMHU
o opMIICHUS.

3. Bo3MOKHOCTh HCIOJIB30BAHHA (PpakcHMHIIEe KaK COOCTBEHHON NOANMCH
perJiaMeHTHPYeTCs:

a) TpaXJaHCKUM KoJiekcoMm PD;

0) mpaBWJIaMU JENIONPOM3BOACTBA B (PelepalibHbIX OpraHax HCHOJHUTEIbHOM
BJIACTH;

B) 'OCT P 7.0.97-2025.

4. Kakomy By 0JIaHKOB COOTBETCTBYET JIAHHbII HA0OP PEKBU3UTOB?

a) I'ocymapctBennsbiit rep0 Poccutickoit denepanmu, repd cyonekra Poccuiickoi
®denepanuu, sM0IemMa OpraHu3allii, TOBApHBIA 3HAK (3HAK OOCIY)KMBaHMS), JaTta,
HOMED, MECTO COCTaBJICHUS WU U3JIaHUS;

0) OJ1aHK TTUCHMa;

B) 0OIIMii O1aHK;

r) OJIaHK KOHKPETHOTO BHUJia IOKYMEHTA.

5. llopsAi0K HANMCAHUS MIOYTOBOIO A/Ipeca YCTAHOBJICH:

a) B IIpaBunax genonpous3BoAcTBa B (hellepaibHBIX OpraHax HCIOJHUTEIbHOU
BJIACTH;

6)B 'OCT P 7.0.97-2025;

B) B [IpaBuiax okazaHus ycayr MOYTOBOM CBS3H.

6. PexkBU3UT «BU32» MOKET BKJIIOYATH:

a) JOJDKHOCTh BHU3UPYIOILLIETr0, €ro MOANUCh, PacHIMPpPOBKY (MHULHUAIBI U
dbammms) u 1ary;

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

B) JIOJDKHOCTb, TIOJIIUCH JATY;

I') IOJDKHOCTD, OJMUCH, pactmdpoBky noamnucu (d. U. O.).

7. 'epOoBasi me4aTh NPOCTABJIAETCH HA MUCbMAX:

a) peKJIaMHBIX;

0) HAaMOMUHAHUSIX;

B) MPUIJIAILICHUSX;

I') rapaHTUITHBIX;

1) ”HPOPMALIMOHHBIX.

8. TekeT JOKYMEHTOB COCTABJSIIOT HA TOCYAAPCTBEHHOM si3bike Poccuiickoii
@enepanyu WJIM HAa TOCYIAPCTBEHHBIX f3bIKAX CY0ObeKTOB Poccuiickoii
Degepanuu B COOTBETCTBUU C:

a) MpaBUJia JIETOMPOU3BOJICTBA B (heIepaIbHBIX OpraHax HCIOJTHUTEIBHON
BJIACTH;

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

B) 'CHHOY;

I') TUTIOBOM MHCTPYKIUEHN O JI€JIONPOU3BOJCTBRY.

9. lesb10 CTAHAAPTU3AIUM TOKYMEHTOB SIBJISIETCS:

a) IOPUJINYECKOE 3aKPEIUICHUE PE3YIbTATOB YHU(DUKAIIMU JOKYMEHTOB;

0) pa3paboTka HOMEHKJIATYPY JIeT;

B) cUCTeMaTH3allks JOKyMEHTOB B OpraHU3alluu;



r) o0ecreyeHre COXPaHHOCTU JOKYMEHTOB;

1) 3a1uTa KOHQUIESHITHATFHOCTH HH(POPMAITUH.

10. YkakuTe BAPHAHT OTBETOB, B KOTOPOM NMPaBUJIbHO Ha3BaHbI PEKBU3UThHI
0J1aHKa mUCbMa:

a) (repb, »MOnema), KOJ OpraHu3aluyd, HAUMEHOBAHUS OpTaHU3AlIUU,
CIpaBOYHBIC JaHHBIE OO0 oOpraHu3amuu, KOA (GOPMBI TOKyMEHTa, MECTO JIf
MPOCTABJICHUS JaThl JOKYMEHTa, MECTO Jisi TPOCTABJICHHUS PETUCTPAIMOHHOTO
HOMEpA IOKyMEHTA, CChIJIKa HA HOMEP U JaTy BXOJSIIETO TOKYMEHTA;

0) (rep0d, smOiiemMa), HaMMEHOBAHMs OpraHU3aIlM{, KOJI OpraHHU3alldM, JaTra
JIOKyMEHTA, MECTO JIJIsl POCTABJICHUS PETUCTPAIMOHHOTO HOMEpa JOKYMEHTA, MECTO
U3JIaHUS IOKYMEHTA, CChIJIKa Ha HOMEP U JaTy BXOJSIIETO I0KYMEHTA;

B) (rep0d, »MOjema), HAaMMEHOBAHWSA OpraHM3allu¥, HAUMCEHOBAaHUS BHJIA
JIOKyMEHTA, JaTra JOKYMEHTOB, KOJl (POpMBI JTOKYMEHTa, MECTO JUIsl TIPOCTaBIICHUS
PETHCTPAIIMOHHOTO HOMEpa JOKYMEHTAa, CIpPaBOYHBIC ITaHHBIC 00 OpraHU3aIluH,
CCBhITIKA Ha HOMEP | JIaTy BXOJAIIETO JOKYMEHTA,

r) (rep0, sMmOiiema), HAaMMEHOBAHUS OpraHU3allM{, CHPABOYHBIC JaHHBIE 00
opranusanuu, koa opranusaunu OI'PH, mecTo s nmpocTaBieHnst 1aThl JOKYMEHTA,
MECTO JIJIsl POCTABJICHUS PETUCTPAIMOHHOTO HOMEpa IOKYMEHTA, CChIJIKAa Ha HOMEp U
JaTy BXOJSAIIETO JOKYMEHTA, MECTO JIJIS 3ar0JIOBKA K TEKCTY.

11. K opranuzanmoHHbIM JOKYMEHTAM OTHOCSTCS:
a) TMPOTOKOII,
0) ycras,;

B) HMHCTPYKIIHUS,
I) [OCTaHOBJICHUE;
N) TOJOKECHUE.
12. K pekBM3MTaM NPUKA3a OTHOCATCS:
a) ajapecar;
0) HauMMEHOBaHUE OpraHU3alLUU;
B) HaWMEHOBaHHE BUJA JOKYMEHTA,
I) 3arojioBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS;
€) TMOJMMCH.
13. AKTBI cO31aK0TCH:
a) KOJUIETHAJIBbHO;
0) Ha OnmaHKax;
B) Ha COBCILAHUM;
I)  BBIIECTOALICH OPraHU3AIMEH.
14. HopmaTuBHBIH aKT, HM3JaBaeMblii JAUPEKTOPOM 00pa30BaTeIbLHOM
OPraHM3alui WIH YYpeKIeHUs, 3TO:
a) MpuUKas;
0) TMOJIOXKEHHE;
B) pacHopsbKEHHE,;
I) pelieHue.



15. Bo BpemMsi NMpOU3BOACTBEHHOI0 COBEIIAHHMSI Y JAHPEKTOPA CeKpeTaphb
3allUChIBAJI BBICTYIUIEHUSI U NpUHATHE pemeHusi. Kakoil ToKymeHT ciiexyer
0()OpMHUTH MO UTOTaM 3acelaHusA?

a) [Iporokou;

0) pereHue;

B) paclopsHKEHHE;

') IPOTOKOJI, PEIICHUE U PACHOPSHKEHUE;

1) IO YCMOTPEHHUIO Ha4aJIbCTBA.

16. PekBu3uTaMu BHELIHEN CIIPABKH SIBJISIETCS:

a) meyvaTh;

0) MOJIMKCH;

B) HAMMEHOBAaHHE BUA IOKYMEHTA;

r) agpecar;

1) HAMMEHOBaHUE OpPTraHU3alINHY;

€) CChUJIKa Ha JaTy pEerucTpaliOHHbIA HOMED.

17. ®akc oT/in4aeTcs OT NUCbMA 10 0(POPMJIICHHUIO TEM, YTO:

a) SIBJISICTCS HE TONIMHHUKOM, a KOMHEH JOKYMEHTa;

0) COIEpKUT PsiJ AOTOTHUTEIbHBIX PEKBU3UTOB;

B) IeyaTaeTcs Ha Tenedakce;

') HE MOXKET OBITh 3aBEPEH ME€YATHIO.

18. BbigesnTe U3 KaKHUX pPa3iesiOB COCTOUT TEKCT NMPHUKA3a MO OCHOBHOM
NeSITeJIbHOCTH:

a) KOHCTAaTUPYIOIIHUIA U pacTiopsAUTEIbHbIN;

0) KOHCTATUPYIOIIUHA ¥ TTOCTAHOBJISIOIIINIA;

B) KOHCTaTUPYIOUTUH U TP JIararoIiuii;

I') OCHOBHOM ¥ KOHCTATUPYIOIIHA.

19. Bbigeaure, B KaKOM M3 BHIOB JOKYMEHTOB He INPOCTABJISIOTCS
PEKBU3UT HAUMEHOBAHMS BU/IA JOKYMEHTA.

a) 3asBJICHUE;

0) city>ke0HOe TTHCHhMO;

B) JIOKJIaHAs 3aIUCKa;

') JOJKHOCTHASI UHCTPYKITHSL.

20. Pacnpegesure yKa3aHHble HHKE JOKYMEHTbI Ha 3 TIpynmbl:
a) opraHu3aluoOHHbIE, 0) pacnopsAAUuTeIbHbIC, B) HHPOPMALIMOHHO-CIIPABOYHbIE.
. Pesrome.

. JJomkHOCTHAs MHCTPYKLHSL.
. Pacniopsbxkenue qupekropa.
. CBOJIKA.
. [locTaHOBIIEHME KOJUIETHH.
. MHCTpYKIMA MO 1EJI0NPONU3BOICTBY.
. CnpaBka ¢ Mecta paboThI.
. [Ipukas o npueme Ha paboTy.
. llITaTHOE pacniucanue.
10. TpynoBoii 10T0OBOP.
11. TlpurnamieHue Ha BHICTABKY.
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12. PernameHr.

21. Kommuccusi mo pacciieJOBaHHI0 TMO0Kapa, MPOU3OLIEANIer0o B
00pa30BaTeJIbHOM YUpeK/JAeHUH, YCTAHOBWIN Psill (PAaKTOB, KOTOpPHIE MOCTYKUIH
npuYnHOii moxkapa. Kakoii 10KyMeHT 10/15KHA COCTABUTH KOMUCCHS ?

a) AxT;

0) cripaBky;

B) IOKJIQJIHYIO 3aIIUCKY;

') HHCTPYKIIMIO O TPOTUBOIIOXKAPHOU O€30MaCHOCTH.

22. IOKyMeHT, aipeCOBAHHbI PYKOBOAMTEII0 OPraHU3aliu, COAePKaIIni
00CTOSITE/ILCTBEHHOE M3JI02KEHHE KAaKOro-jiudo BOmpoca ¢ BbIBOAAMH U
NpeIJIosKEHUsIMHM COCTABJIEHHS, HA3bIBAETCH:

a) aKT;

0) nmpeacTaBICHUE;

B) JOKJIaTHAs 3aIIUCKa;

I') OPeJI0KEHNUE.

23. JlaToi ci1yke0HOr0 MUCbMA SABJIACTCH 1aTa:

a) COCTaBJICHUS,

0) OTIIpaBJICHUS;

B) ITOITUCAHUSI;

I') NOJYYEHUS.

24. Cnucoxk NMpUCYTCTBYKOUIMX HA 3acelaHuu odopmisieTcsi OTAEIbLHO H
NPUJIATraeTcsi K NPOTOKOJIY, €CJIM TAKOBbIX:

a) 6osee 15;

0) 6omee 10;

B) Oosiee 25.

25. Odopmiienne o00JI0KKHM Jejia IS MOCJAEAYHIIEro XpaHEHUs
onpejaessieTcs:

a) CTaHAapTOM;

0) MHCTPYKUHKEN IO IETONPOU3BOJICTBY;

B) pacopsHKEeHHEM PYKOBOIHUTETIS.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA NPOXOAUT B ramna:

a) YEeThIPE;

0) Tpu;

B) JBa.

27. HomeHnkaaTypa aeJ (padounii 3K3eMILIAP) MOMENIAIOT HA:

a) CTOJIe, IO CTEKJIOM;

0) nBepiie mkada ¢ JOKyMEHTaMU;

B) BHYTPEHHEW CTOPOHE ABEPLIbI MKada ¢ JOKYMEHTaMU.

28. Bce smcTsl 1es1a IpM NOATr0OTOBKeE UX K Mepeiaye B apXUB HyMepYIOTCSI:

a) YepHBIM rpaUTHHIM KapaHAaIlIoM;

0) YepHBIMU YEPHUIIAMH;

B) KPacHBIM KapaHJ1alllOM.

29. Bxoasimue JOKYMEHTBI PeruCTPUPYIOTCSH:

a) MOCJIe O3HAKOMJICHHS] C HUMH PYKOBOAMTEIIS;

0) B IepBOM MOJIOBUHE JHS TTOTYYCHHUS;




B) /10 O3HAKOMJIEHUS] C HUMU PYKOBOIUTES.

30. Kaxpnasi oOpa3oBaTe/ibHasi Opranu3anus 00s13aHa UMeTh:

a) CBOJAHYIO0 HOMEHKJIATYypy;

0) MHIUBHUIYATbHYI0 HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYPY.

31. 3a CKOJIBKO [JHeH 0 HCHOJHEHUS NMPOBOAAT NpeAyNpeAuTe bHbII
KOHTPOJIb?

a) 1Ba;

0) o1uH;

B) TPH.

32. PazgesquresisiMi B CIIPABOYHOM KAPTOTEKE CIYKAT:

a) Ha3BaHUSI CTPYKTYPHBIX MOPA3ACICHU;

0) HanpaBIeHUs JEATEIBHOCTU MPEATPUITHS,

B) IHU HEJCIH, MECsIIIa.

33. Ha ucxoasinieM JOKYMEHTEe PEKBU3HUT «1aTa» CTABUTCS:

a) COCTaBUTENIEM JIOKYMEHTA;

0) Opu perucTpanuy;

B) MOCJI€ MOJIIUCAHUS PYKOBOIUTEIIEM.

34. Eciiu B aeJie coaepkarcs I0KYMEHThI Pa3IM4YHOM LEHHOCTH, TO CPOK
XPaHEHHUS YCTAHABJIMBAETCH:

a) OOJIBIINI;

0) MEHBIIINIA;

B) CpeIHUM.

3amaHus I CaMOCTOSATEILHON PadoThI

3aganme 1. OdopmuTh BCe OTMETKH, KOTOPHIE CTaBSIT Ha JIOKYMEHTE B
cootBeTrcTBU ¢ ['OCT P 7.0.97-2025. VYkaxute MECTOPACIOIOKEHHUS ATHX
PEKBU3UTOB Ha OyiaHke popmara A4.

3ananme 2. M300pa3ure cxeMaTHUYECKH KIACCU(DUKALIUIO TOKYMEHTOB.

3ananme 3. Beinmumure Ha muct popmata A4 Bce npaBuiia opopMIIEHUS TEKCTA
JIOKYMEHTa: UHTepBaJbl, PUQTHI U T. 1. B cooTBeTcTBHH ¢ [[OCT P 7.0.97-2025.

3ananme 4. CoctaBuTh U O(QOPMHUTH AOKIAIHYIO 3alUCKy O HapyLIEHUU
TPYJIOBOM TIUCUUILIMHBI paOOTHUKOM. Bce peKBU3UTHI U 37€MEHTHI TEKCTA JOOABUTH
camocrosiTenbHO. HamucaTh OOBACHUTENBbHYIO 3allUCKy OT HMMEHH pabOTHHKA,
HapyILIUTENS TPYAOBOM AUCIUIUIMHBI.

3ananme 5. Hanmcath 0TBETHOE MUCHMO-0J1ar0JapHOCTh HA TTO3/IPABJICHHE.

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

Bonpoch! 1j1s1 npoBeeHusi 3a4eTa:
1. [ToHsiTHE «JIOKYMEHT» U €0 (DYHKITUH.
2. Knaccudukarusi JOKyMEHTOB.
3. CylHOCTh M OCHOBHOE HAa3HAY€HHE JOKYMEHTAIMOHHOrO OOecrnedeHus
JesTEeIbHOCTH Tejarora.
4. CucreMbl JOKYMEHTALIUH.



5. 3akoHO/aTeNIbHAsE U HOPMATUBHO-METOJIMYECKass 0a3a IOKYMEHTAlMOHHOTO
oOecrnieueHus ynpaBIeHHUs.

6. @opmyssip TOKyMEHTA.

7. CocTaB pEKBU3HTOB JJOKYMEHTOB.

8. TpeboBanus K 0OPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeOoBanwus k O1aHKaM JOKYMEHTOB.

10. Cucrema qoxkyMeHTAIMU B 00pa30BaTeIbHON OpraHU3aIliy.

11. Opranuzaiionnsie J0KyMeHTbl cucteMbl OPJl. O0mias xapakTepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

12. PacnopsanurensHbie JoKyMeHTbI cuctembl OPJI. O61mias xapakTepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

13. UndopmanionHO-cipaBouHble  JOKyMeHThl cucteMbl OPJ[.  OOmas
XapaKTepUCTUKA U Ha3HAYEHUE JTOKYMEHTOB.

14. JlenoBoe MMChMO KaK OCHOBHOM BH/I NMEPEIUCKHU.

15. bnanku s muceM. @opmyIisip 1€I0BOTO MUCHhMa.

16. OcobeHHOCTH OPHUITHATHHO-IETOBOTO CTHJIS COCTaBICHUS TEKCTA JEIOBOTO
MHUChMa.

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

18. DnekTpoHHas nepenucka. DIEKTPOHHBIN TOKYMEHT.

19. Opranu3zanus 10KyMeHTo000poTa 00pa3oBaTeNbHON OpraHu3alltu.

20. ®opMbl  opraHuzanuu pabOThl € JOKyMeHTaMHu. JloKymMeHTOOOOpOT.
JIOKyMEHTOIOTOKH.

21. Tlopsimox 06pabOTKU BXOJAIINX TOKYMEHTOB. Peructpaiius 10KyMEHTOB.

22. Tlopsiiok 06pabOTKU UCXOSAIINX JOKYMEHTOB.

23. Ilopsiiok paboThl C BHYTPEHHUMHU JJOKYMEHTaMHU.

24. HomeHkaTypa JAel.

25. ®opmupoBanue,  odopmieHHEe,  XpaHEHHME Jed B TEKyIIeM
JIEIIONPOU3BOICTBE.

26. YHu(UKaIms 10KyMEHTOB.

27. CtaHmapTH3ays JOKyMEHTOB.

28. Hymepamusi MHOTOCTPaHUYHOTO JOKYMEHTA.

29. pudtel, KErau u Nos, TpuMeHsieMble pyu 0GOPMIIEHUN JOKYMEHTOB.

30. Pestome, aBTOOMOTpadus, XxapakTepuUCTHKA: MOHATHE, Ha3HAYCHHUE, COCTaB
PEKBHU3UTOB.

31. 3asBicHUE: MMOHATHE, HA3HAYCHHE, COCTaB PEKBU3UTOB.

32. Ciy>xeOHast 3aITMCKa: MOHATHE, HA3HAYEHUE, COCTaB PEKBU3HTOB.

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

34. JloknanHas 3amuCKa; MOHATHE, HA3HAYEHNE, COCTaB PEKBU3HUTOB.

35. CnpaBka: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

36. AKT, TPOTOKOJI: IOHITHE, HA3HAYEHHUE, COCTAaB PEKBU3UTOB.

37. Ilpuka3s, pacnopshKeHHe: OHATHE, Ha3HAYCHHE, COCTaB PEKBU3UTOB.

38. [Ipuka3 no JMYHOMY COCTaBY: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

39. YcraB, noyioxkeHue: MOHITHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

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



41. UHcTpykuus 1O JEJONPOU3BOACTBY: IMOHSTHUE, Ha3HAYEHHE, COCTaB
PEKBU3HUTOB.

42. IlpaBuna: moHATHE, HA3HAYCHUE, COCTAB PEKBU3UTOB.

43. KonneKTUBHBIN TOTOBOp: MOHITHE, HA3HAYCHHE, COCTaB PEKBU3UTOB.

44, OcoOeHHOCTH COCTaBJICHUS TEKCTA MIPOTOKOJIA.

45. OcoOeHHOCTH COCTaBJICHUS TEKCTa MTPUKa3a.

46. PexBu3uThl 1epd, sMOIeMa, TOBapHbIN 3HAK (3HAK OOCIY>XMBaHHS), KOJ
bopMBbI JOKYMEHTA.

47. PekBU3UT HaUMEHOBAHHE OpPraHu3allii, HAUMEHOBAHHE CTPYKTYpPHOTO
noJjipa3/iefieHusl, HAMMEHOBAaHUE JOJKHOCTH JIUIIA.

48. PexkBU3UT CIIpaBOYHbBIC JIaHHBIC 00 OpraHU3aIUH.

49. PexkBU3UT HAMMEHOBAaHUE BU/A JOKYMEHTA.

50. PexBu3uT nara 10KyMeHTA.

51. PeKBU3UT pEruCTpallMOHHBII HOMEp JOKYMEHTA.

52. PeKBU3UT CCHUIKA HA PETUCTPALMOHHBIA HOMEpP U ATy IMOCTYMHBIIETO
JTIOKYMEHTA.

53. PekBM3UT MECTO COCTAaBICHUS (M3AaHMS) TOKYMEHTA.

54. PekBU3UT rpuQ OrpaHUYECHHS TOCTYMA K TOKYMEHTY.

55. PekBu3ur agpecar.

56. PexBU3UT rpud yTBEpKICHUS TOKyMEHTA.

57. PeKBU3HT 3arojIOBOK K TEKCTY.

58. PEKBU3UT TEKCT JOKYMEHTA.

59. PekBU3HUT OTMETKA O IPUIIOKECHHH.

60. PexkBusut rpud coriacoBaHus TOKyMEHTA.

61. PexBusut Bu3a.

62. PexBU3UT IIOIINUCH.

63. PexBU3HUT 0TMETKA 00 JIEKTPOHHOM MOAIUCH.

64. PekBU3HT ITeYaTh.

65. PekBU3HT OTMETKA 00 HCTIOTHUTEE.

66. PexBU3UT OTMETKA O 3aBEPEHUH KOIIUU.

67. PexBU3UT OTMETKA O TIOCTYTJICHUHU TIOKYMEHTA.

68. PexBu3uT pe3omtonus.

69. PexBU3UT OTMETKA O KOHTpOJIEC.

70. PekBU3UT OTMETKA O HANIPABJICHUH IOKyMEHTA B JEJIO.



