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1. MACHHOPT ®OHJAA OINEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHHA

®onx  ouneHouHbix cpenacts (POC) — HeorhemiieMas YacThb paboyeit
IpOrpaMMbl JUCIHUILTUHBL «J{0KyMEeHTOOOOpOT 00pa3oBaTENbHON OpraHu3aluu» 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 mno HampabieHuto noarotoBku 44.03.05
[lenaroruueckoe oOpazoBanus (¢ AByMsl MPOGUISIMHU MOATOTOBKH), YTBEPKICHHBIM
npuKa3oM MHHHCTEpCTBA HayKH M BbICIIero oOpa3zoBanust Poccuiickoit denepanuu
ot 12 despana 2018 r. Ne 125 u IlpodeccnoHanbHbIM CTaHIaPTOM, YTBEPKICHHBIM
[Ipukazom MunucrepcTBa Tpyna U couuanbHoOM 3amuThl Poccuiickon denepannu
«O0 yTBepxkaeHNU TTpodeccuoHabHOrO cTanaapTa» oT 18 okTsaops 2013 r. Ne 544u
(C UIBMEHEHUEM).

1.3. Ilepeyenbr kKommereHuMH, (GopMHUpPYEeMBIX B MpoLecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHOI POrpaMMBbI

[Ipouecc ocBOEHMsSI TUCLUILIMHBI HalpaBlieH Ha (OPMHUpPOBAHHE CIEIYIOLINX
KOMIIETEHIIMH U MHIUKATOPOB UX JTOCTHIKEHHUS:

Kox mo ®I'OC BO \ HNHaukaTop 10CTHKEHUS
YHuUBepcaabHbIE
YK-4. YK-4.1.
Cnocoben OCYIIECTBISATh nenoByto | Mcnonp3yeT paznuunble GOpMBL, BUIbl YCTHOMN
KOMMYHHKAIIMIO B YCTHOM U MMCbMEHHOMN U THCBMEHHON KOMMYHHUKAIMM Ha PYCCKOM,

dopMax  Ha  TOCYJIapCTBEHHOM  SI3bIKE | POJIHOM M MHOCTPAHHOM(BIX) SI3bIKE(aX).
Poccuiickoii @enepaniuu 1 ”HOCTPaHHOM(BIX)
A3bIKe(ax)

OIIK-8. OIIK-8.1.

CriocobeH  ocymiecTBIATh Iefarorudeckyto | [lppumenser mMeronbl aHalu3a Ielarornyeckoi
JeSTeIbHOCTh Ha  OCHOBE  CIEUMAJbHBIX | CUTyalluu, NpodecCHOHaIbHONU pedieKCuu Ha
Hay4HbIX 3HAHUU OCHOBE CHEIUAIbHBIX HAYYHBIX 3HAHUMU.

1.4. Dranbl GopMupoBaHMST KOMIETEHUMH M CpPeACTBA OLCHUBAHUA
YPOBHS UX C()OPMUPOBAHHOCTH

. KoHTpOJIbHO-0LIeHOYHBbIE

Jrtansl popmupoBanusa komnereHuui | Komnerenuun

cpeacTBa / cnocod OneHUBAHUA
Tema 1. Teoperuxo-npaBosle U | YK-4, OIIK-8 BeicTymuieHME Ha IPAKTUYECKUX
HOpPMaTHUBHBIE OCHOBBI 3aHATUSX, YCTHBINA OMPOC
JOKYMEHTallHOHHOT'O obecrieueHus
yIpaBJeHUs
Tema 2. Crannaptuzanus nporecca | YK-4, OIIK-8 BeicTymuieHME Ha IPAKTUYECKUX
JTIOKYMEHTHPOBAHHUS 3aHSTHUSIX, YCTHBINA OMpPOC
Tema 3. Cucrema opranuzanuonHo- | YK-4, OIIK-8 BricTynuieHne Ha DpakTUYECKHX
pacnopsiANTENbHON JOKYMEHTAIUU 3aHATHSX, YCTHBIA OMPOC




Tema 4. JlenoBoe nucbmo kak ocHoBHOH | YK-4, OIIK-8 BeicTymuieHHE Ha IPAKTUYECKHUX
BUJI IEPETUCKU 3aHATHSX, YCTHBIM onpoc

Tema 5. Opranmzanus | YK-4, OIIK-8 BeicTynneHne Ha HpakTHYECKHX
JOKyMeHToo0opoTa  00pa3oBaTesIbHON 3aHATHUAX, YCTHBIHN onpoc
OpraHu3aIH

Tekymas arrectauus YK-4, OIIK-8 KontposbHas padota
IIpomeskyTouHAs aTTecTALMS YK-4, OIIK-8 3ayer

1.5. Onucanue nokaszaresue (GOPMUPOBAHNS KOMIIECTECHIIMMT

Kox komnerennumn Pe3ysabTarhl ¢GOPMHUPOBAHHOCTH

YK-4 3HaeT: OCHOBHBIE HOPMBI PYCCKOI'O M HHOCTPAHHOTO(bIX) SI3bIKOB B
o0lacTd yCTHOM M THMCbMEHHOW pe4M; OCHOBHBIE pa3IUyMs
JIMHTBUCTUYECKUX CUCTEM PYCCKOTO U HHOCTPAHHOTO(BIX) SI3bIKOB.
YMeer: BeCcTH [JUAIOr Ha PYCCKOM M HHOCTPAaHHOM(BIX) S3BIKAaX;
OCYIIECTBIAATE A(P(EKTUBHYI0O MEXKIMYHOCTHYI0 KOMMYHHKAIIMIO B
YCTHOM U MMCbMEHHOH peyu.

Bnageer: pa3nuuHbIMM BHMJAMU M IpUeMaMH CIyLIAaHUS, YTEHUS,
TOBOPEHMSI U IMChMa.

OIIK-8 3HaeT: pa3aUYHbIe METOJbl aHajdu3a MEeJarornyecKux CUTyaluil Hu
MeToJ1aX MPo(eCCHOHANTBHON PeIICKCHH.

Ymeer: wuaeHTHUIUpOBaTh H  (HOPMYIHUPOBATH TMEIArOTHYECKHE
CHUTYyalluH, BEIOMPATh aJICKBATHBIE METO/IbI U UX aHAIH3A.

Brnanmeer: cmocoOHOCTBIO KPUTHYECKH OLICHUBATh W  aJalTHPOBATH
METOJbl aHaiu3a M pedIeKCHH K KOHKPETHBIM YCIOBHSAM; yMEHHEM
UHTETPUPOBATH 3TH METOBI B CBOIO HIOBCETHEBHYIO
1poeCCHOHATIbHYIO IPAKTUKY.

1.6. Kpurepuu oueHUBAHMSI KOMIIETEHIMHA HAa Pa3HbIX IJTanax HUx
¢popmupoBanus

KoanuectBo
Bup yueOHoit padoTnbl 0aJ1s10B
(01010 300

BerlinonHeHue u 3amura NpakTUYECKUX padoT 40 45
KontponbHas padora 15 10
Kontpomas camocrosaTenbHOi paboTh 20 20
VYcTHBIN 3aueT 25 25
Bcero 100

HaxonureanHas cucrteMa ounenuBanus mo 100-o0ajabHo0M mKkaJje

YeroipexdaliibHAS Cucrema
100-6annbHas | BykBenHas mkana, coorBercrByiomas 100-
CHCTeMa OLleHMBAHUSA N OLlEHMBAHUSA
IIKaJIa 0aJJIbHOI mIKaJIe
IK3aMeHa 3ayera
OTnu4aHO 90-100 A — OTIMYHO — TEOPETUUECKOE COJIEPHKAHUE

Kypca OCBOCHO IOJTHOCThIO, O€3 IMpoOeIoB;
HEOOXOAMMbIE MTPAKTHYECKUE HABBIKU PAabOTHI
C OCBOCHHBIM MaTepHUAIOM C(HOPMHUPOBAHEI, 3aureHo
BCE MTPEAYCMOTPEHHBIE IPOTrPAMMOIA
0o0y4eHust yueOHbIE 3aJaHUs BBITTOJHEHBI,
Ka4€CTBO UX BBIITOJIHCHUS OLICHCHO YHUCIIOM




0aJuI0B, OJIM3KUM K MAKCHMAThHOMY

Xoporo

83-89

B — o4eHB XOpOIIIO — TEOPETUIECKOE
COJICpKAaHUE Kypca OCBOCHO TOJIHOCTHIO, 0e3
po0OesIoB; HEOOXOTUMBIC MPAKTHYCCKIE
HABBIKH Pa0OTHI C OCBOCHHBIM MAaTEPHUAJIOM B
OCHOBHOM c(hOpMHUPOBaAHEI; BCE
MIPEyCMOTPCHHBIC IIPOTPAMMO 00yUYCHUS
yueOHbIE 3a/JaHNs BBIMOIHEHBI, KAYECTBO
BBINOIHEH NS OOJILIIMHCTBA U3 HUX OLIEHEHO
YHUCJIOM 0aJUIOB, OJM3KHM K MAaKCUMAJILHOMY

Xopomio

75-82

C — X0OpOIII0 — TEOPETUUECKOE COIEPIKAHIE
Kypca OCBOCHO MOJIHOCTBIO; HEKOTOPhIS
MPaKTHYECKHE HABBIKK PabOTHI C OCBOCHHBIM
MaTepuaioM chopMHpPOBaHbI HEIOCTATOYHO;
BCE MPEAYCMOTPEHHBIC MPOrPaMMOi
00y4eHHsl yueOHBIC 3a1aHUS BHITIOJTHCHBI,
Ka4yeCTBO BBLIIIOIHEHHS HU OJHOIO U3 HUX HE
OLIEHEHO MUHHMAJILHLIM YHCIIOM 0aJlIoB,
HEKOTOPBIC BUJIBI 3aITaHHI BHITIOJIHCHBI C
oLInoKamMu

YI[OBJ'ICTBOpI/ITeJ'IBHO

63-74

D — yaoBneTBOPUTEIBHO — TEOPETHIECKOE
COJEPKAHUE KypCca OCBOEHO YaCTHYHO, HO
Ipo0eIBl He HOCST CYIECTBEHHOTO
XapakxTepa; He0OXOJMMBbIE IPAKTUIECKHE
HaBBIKH PaOOTHI ¢ OCBOCHHBIM MaTepHaioM B
OCHOBHOM c()OPMHPOBAHBI; OOJIBITHHCTBO
MIPEAYCMOTPEHHBIX MPOrpaMMoii 00yUeHHUs
y4eOHBIX 3a1aHUIl BBITIOIHEHO, HEKOTOPBIE U3
BBITNOJIHEHHBIX 33JJaHUH cOAeprkaT OMINOKU

YV 10BJIETBOPUTEIBLHO

50-62

E — nocpeacTBeHHO — TeOopeTHYECKOE
CoZlepKaHUe Kypca OCBOSHO YaCTUYHO;
HEKOTOPbIE NPAKTUYECKUE HABBIKK PabOThI HE
c(OpMHUPOBaHbI, MHOTHE MPEAYCMOTPEHHBIC
y4eOHOI IporpaMMoii 00ydeHus yaeOHbIe
3aJ1aHMs HE BBINIOJIIHEHBI TM0O KaueCcTBO
BBINIOJIHEHHBIX HEKOTOPBIX M3 HUX OLICHEHO
YHCIIOM OAIJIOB, OJIU3KUM K MUHUMAIBHOMY

HeynosnerBopurensHo

21-49

FX — HeyIOBIETBOPUTEIHHO — TEOPETUIECKOE
COJIEp>KaHUE Kypca OCBOEHO YAaCTHYHO;
HEOO0XOIUMBIC TIPAKTHYECKUE HABBIKH PaOOTHI
C OCBOEGHHBIM MaTepHaIoM He
c(hopMHUPOBaHBI; OONBITUHCTBO
HPeAyCMOTPEHHBIX yUeOHOH porpamMmoit
00y4eHus: yueOHBIX 3aJJaHUI HE BBITOJTHEHO
00 KaueCcTBO UX BBIIIOJIHEHUS OLEHEHO
YHCIIOM 0aIoB, OJM3KAM K MHHUMAIEHOMY
MIPH IOTIOJIHUTEIBHO CAaMOCTOSITEIbHOM
paboTe Hazx MaTepuaIoM Kypca BO3MOKHO
MTOBBIIIICHUE KAYECTBA BBIITOTHCHUS YUCOHBIX
3aJaHuH

HeynosnerBopurensHo

0-20

F — Hey10BJIETBOPUTEIHHO — TEOPETHIECKOE
cofiep’KaHuE Kypca HE OCBOEHO;
HEO0XO/NMBIE IPAKTHYECKUE HABBIKH PAOOTHI
He c(popMUPOBAHBI; BCE BHITOJIHEHHEIE
y4deOHbIe 3aJJaHNs COep)KaT rpyObIe OMNOKH;
JOTOJIHUTENbHAsI CAMOCTOsATENbHAS paboTa
HaJI MaTepHaJIoM Kypca He TIPUBENET K
KaKOMY-IH00 3HaYNMOMY ITOBBIIICHUIO
Ka4yecTBa BBIIOJIHEHHS YUSOHBIX 3aJaHUH

He 3aureno

2. KOHTPOJIBHO-OEHOYHBIE CPEJICTBA




2.1. OueHo4HbIE CPeACTBA TEKYIEr0 KOHTPOJIA (THIIOBbIE)

Bomnpocsl 1UIs1 yCTHOTO onpoca:

1. JlaiiTe onpeneneHue NOHATHUS «TOKYMEHT.

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

3. HazoBute u packpoiTe pyHKIIMH JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B 00JIaCTU OpraHU3alMM JEJIONPOU3BOICTBA Bbl
3Haere? HaszoBuTe colepkaHue makeTa OOS3aTEIBHBIX 3aKOHOAATEIbHBIX U
HOpPMAaTUBHBIX JOKYMEHTOB B obsactu JJOVY.

5. HazoBute mpaBuna  yTBEpKACHUS  JOKYMEHTOB. TpeOoBaHus U
odopMIICHHE.

6. Kakue peKkBU3UTHI SIBIAIOTCS «OPUAWYECKU 3HAYMMbIMK»? [lpaBuna ux
oopmienus. YTo BKIIOYAET B c€0sl MOHITHE «IIPaBOBasi OXpaHa JOKYMEHTOB)»?

7. IlpuBeaute npuMepbl TOKYMEHTOB, KOTOPBIE MOJJIEKAT YTBEPKICHUIO U HA
KOTOPBIX CTaBUTCS Nedarh. Kak opopMIISIOTCS NepeyHn TaKuX JOKYMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBUU C KOTOPBIM O(QOPMIISIOT PEKBU3HUTHI
nokymeHToB cucteMbl OP/l. /lata BBeeHUE U 4TO OH ycTaHaBiuBaeT. HazoBure Bce
PEKBU3UTHI.

9. HazoBure pekBu3uTHI 00Iero OnaHka u OjaHka g nuchbMa. I[lpaBuita
opopmiienusi. Kakue Buapl OmaHkoB Bbl 3Haere? B ueM ocoOeHHOCTh OiaHka
JOJDKHOCTHOTO JIuia’?

10. CornacoBanue u Bu3upoBanue. Ha3oBure BUAbI U CPOKU COIVIACOBAHUS, U
BU3UPOBAHNE TOKYMEHTOB.

11. Pacckaxxute O medyaTsx M IITaMIax MNPEAnpusITH W opranu3anui. Ha
KaKuX JIOKyMeHTax crTaBsTcsi mnedarb? Kakue TpeOoBaHUS NPEABSBISIOT K
UCITI0JIb30BaHUIO repOoBOil mevatu?

12. PackpoiiTe conepkaHue TOHATUS «ympaBieHHe». HazoBure cHCTEMBI
NOKYMEHTOB ympaBieHus. Packpoiite nonstue «OP[]». Kakue rpymnmbel u BHIbI
JIOKYMEHTOB BxoAsT B OP/]?

13. Pacckaxkutre 00 OCOOEHHOCTAX JIIEKTPOHHOTO JOKYMEHTA, DJIEKTPOHHOM
NEePEeNnUCKU U TpeOOBAaHUAX, IPEIBABIAEMbIX K HEH.

14. B yem ocobGenHoctu OnaHka sl mucbMma? HasoBuTe pekBU3UTHI OJlaHKa
JUISL IAChMa U PEKBU3UTHI CITyKEOHOTO MHChMA.

15. Yto pernaMeHTUpPYET TUIIOBAsI MHCTPYKIUS MO AeI0onpou3BocTBy? [aiite
XapaKTEPUCTUKY OPTraHU3aUUOHHBIM JOKYMEHTAaM U HA30BUTE UX BUJBIL.

16. HazoBure Buapl HHGOPMALKUOHHO-COPABOYHBIX JIOKYMEHTOB, JalTe
XapaKTEPUCTUKY KaxaoMy Buay. [IpuBenuTe n3BeCTHbIE BaM BUIbI PETUCTPALIUY.

17. JlaiiTe  XapaKTepUCTUKY YyUpPEAUTENbHBIM JOKYMEHTAM U  YCTaBy
npeanpusatusd. Kakvue BUJIbl yCTaBOB Bbl 3HAaETE?

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

19. Jlaiite xapakTepucTuky nokyMeHTy «HcTpykius». [IpuBeauTe npumepsi.
JoJDKHOCTHAsI MHCTPYKIIUS, CTpyKTypa TekcTa. OdopmieHue. O3HaKOMIICHHE.



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

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

22. JlaiiTe XapaKTEepUCTUKY PaCIIOPATUTEIIbHBIM IOKyMEHTAM.

23. HazoBute BBl paCIOPSAUTENBHBIX JOKYMEHTOB U OCOOCHHOCTH KaXJI0TO.
HazoBuTe CTpyKTypHBIE YacTH TEKCTa  PACHOPSAUTEIBHBIX  JOKYMEHTOB,
oopmiieHne npeaMOyIIbl U PACTIOPSIUTEIBHON 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 BXOJIUT B IOHITHE «IIPOBEACHUE IKCIIEPTU3BI LICHHOCTU JOKYMEHTa»?

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

28. Homenknatypa nen. 3Hadenue. CocraBinenue. 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 nokymMeHTHl He nmojajiexar perucrpanuu? Kak u 3auem Benercst yuer
TaKUX MOCTYIUICHHN?

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

32. Yto BkitOYaeT B ceOs MOHATHE «(HOPMUPOBAHUS» 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 ce0sl MOHATHE «MOATOTOBKA JOKYMEHTOB K apXHUBHOMY
xpaHeHno»? OyHKINH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTbl 1J151 NpOBeIeHUSA KOHTPOJIbHOM padoThI:

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

a) MOYTOBBIN UHJIEKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEP KBApTHUPHI;

I') HA3BaHHWE HACEJICHHOTO MyHKTa;

1) Ha3BaHUE 00J1acTH, Kpasi, peCIyOInKH;

€) CTpaHa;

’K) HOMED JIOMa;

3) Ha3BAHME YJIUIIBI.



2. YHU(PUIIMPOBAHHAN CUCTEMA JJOKYMEHTAIIUU — ITO:

a) cUCTeMa JOKYMEHTAIIMH, CO3JaHHas M0 €IWHBIM IMpaBUjiaM W TPeOOBaHUSM,
coaepkarias HHGOpMaIKIo, HEOOXOIUMYIO JIJIsl yIPaBICHUS B OINpeeTeHHON cdepe
JIESITENBbHOCTH;

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

B) COBOKYITHOCTh JIOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C PEIIAEMBIMU

JTIOKYMEHTaMU;
I') COBOKYITHOCTb JIOKYMEHTOB, CBSI3aHHAas €JAMHOOOPa3HBIMH  ITpaBUJIAMH
o opMIICHHUS.
3. Bo3MOKHOCTH MCHOJIB30BAHUS (PAKCMMUJIE KAK COOCTBEHHOM IMOIIMMCH
perjiaMeHTHPYeTCs:

a) rpaXJIaHCKUM KojiekcoM PD;

0) mpaBUJIaMu JEJIONPOU3BOACTBA B (peliepanbHbIX OpraHax HCIOJIHUTEIbHOU
BJIACTH;

B) [OCT P 7.0.97-2025.

4. Kakomy Buay 0JIAHKOB COOTBETCTBYET JAHHbIN HA00P PEKBU3UTOB?

a) l'ocynapcrBennsiii  repd  Poccuiickoii  ®enepauuu, repd cyObekrTa
Poccuiickoit  ®Depeparuu, sSMOieMa OpraHW3allMd, TOBApHBIM 3HAK  (3HAK
o0cITyKUBaHUS), 1aTa, HOMEP, MECTO COCTABIICHUS WJIU U3/IaHMUS;

0) OJ1aHK TTUCHMa;

B) 00mIMii ONaHK;

r) GJ1aHK KOHKPETHOTO BHJ1a JOKYMEHTA.

5. Ilopsinok HAMKUCAHMSA IOYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [IpaBunax aenonpou3BojAcTBa B (pelepalibHbIX OpraHax HCHOJHUTEIbHOM
BJIACTH;

6)B 'OCT P 7.0.97-2025;

B) B [IpaBuiax okazaHus ycayr mOYTOBOM CBS3H.

6. PexkBU3NMT «BU32» MOKET BKJIKOYATh:

a) TOJDKHOCTh BU3HMPYIOLIETO, €ro MOJANUCh, PacM(PpOBKY (MHULUAIBI U
dbamunus) u gary;

0) moanuce, pacuugposky (O. U. O.), naty;

B) JIOJDKHOCTbD, TIOJINUCH JIATY;

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

7. 'epOoBasi me4yaThb NPOCTABJISAETCH HA MUCbMAX:

a) peKJIaMHbIX;

0) HaIIOMUHAHUSX;

B) IPUTJIALICHHUSIX;

') TapaHTUMHBIX;

1) ”HGOPMALIMOHHBIX.

8. TekcT [0OKYMEHTOB COCTABJSKT Ha TOCYJIaPCTBEHHOM  fi3bIKe
Poccuiickoii ®enepanuM WJIH Ha TOCYAAPCTBEHHBIX $A3bIKAX CY0ObEKTOB
Poccuiickoii @egepauiu B COOTBETCTBUM C:

a) MpaBuja JEJIONPOU3BOJICTBA B defepalbHbIX OpraHax HWCIOJHUTEIbHON
BJIACTH;



0) 3akoHosIaTenbecTBOM  Poccuiickoit deneparun 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) cUCTeMaTH3allks JOKyMEHTOB B OpraHU3alluy;

r) oOecrieyeHre COXPaHHOCTH JOKYMEHTOB;

1) 3aIuTa KOHOUICHITMATLHOCTH HH(pOpMAIIH.

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

a) (rep0, »oMOnema), KOJ OpraHu3aly, HAWUMEHOBAHUS OpraHU3AIINH,
CIIpaBOYHBIE JaHHbIE 00 OpraHu3anuu, KoJ (QOpMbl JAOKYMEHTa, 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 PETUCTPALIMOHHOTO HOMEpa JOKYMEHTa, MECTO
W3/1aHUsl JOKYMEHTA, CChIJIKA HA HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

B) (rep0d, »MOleMa), HAMMEHOBAHUSA OpraHW3allu¥, HAUMEHOBAHHUS BHAA
JIOKyMEHTA, JaTra JOKYMEHTOB, KOJl (POpMBI JTOKYMEHTa, MECTO JUIsl TIPOCTaBIICHUS
PErUCTPAllMOHHOTO HOMEpa JOKYMEHTa, CIpPaBOYHBIC JaHHbIE 00 OpraHu3allu,
CCBhUIKA Ha HOMEp U AaTy BXOJAIIETO JOKYMEHTA;

r) (rep0, HMOiema), HAaMMEHOBAHUS OPTAHMU3AIMHU, CIIPABOYHbBIC JaHHBIE 00
opranuzaiuu, koj opranuzanuu OI'PH, mecto a1 npocTaBiaeHusl 1aThl JOKYMEHTA,
MECTO JJIsl MPOCTABJICHUS] PETUCTPAIMOHHOTO HOMEpPa JOKYMEHTA, CChUIKAa HA HOMEP
U JIaTy BXOJISIIETO JOKYMEHTa, MECTO JJIsl 3ar0JIOBKA K TEKCTY.

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

B) MHCTPYKIIUS;
I) T[OCTAHOBJICHUE;
1) TIOJOXKECHHE.
12. K pekBM3MTaM NPUKA3a OTHOCATCSH:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3aAIINU;
B) HauWMEHOBAaHWE BUJA JOKYMEHTA,
I) 3arojlOBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS,;
€) TOJMMCE.
13. AKTBI cO31210TCS:
a) KOJUICTHAJIBHO;
0) Ha OmaHkax;
B) Ha COBCIAaHWM;
I')  BBIIECTOAIICH OpTaHU3AINECH.



14. HopMaTuBHBII aKT, H31aBaeMbld JIMPEKTOPOM 00pa30BaTeJIbHOM
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) pacopsiKEeHHE,

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;

€) CChUIKa Ha JaTy PEruCTPallMOHHBIA HOMED.

17. ®@axkc oTiiMm4aercsi OT NMCbMA MO0 0POPMIIEHHIO TEM, YTO:

a) SIBJISIETCS HE NOJIMHHUKOM, a KOIHEN JOKYMEHTA;

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 10 OCHOBHOM
NesITeJIbHOCTH:

a) KOHCTaTUPYIOUIUHI U pacloOPsANTENbHbIN;

0) KOHCTATUPYIOIIUIA U TIOCTAHOBJISIIOIIINIA;

B) KOHCTATUPYIOIIUI U TIPeAJIararoiuii;

I') OCHOBHOM M KOHCTaTUPYIOIIUH.

19. Bbigeaure, B KaKOM M3 BHIOB JOKYMEHTOB He IPOCTABJISIOTCS
PEKBU3UT HAUMEHOBAHMS BH/1A JOKYMEHTA.

a) 3asBJICHUE;

0) ciry>keOHOE TTUCHMO;

B) JIOKJIa/IHAs 3aIIUCKa;

') JOJKHOCTHAs HHCTPYKITUSI.

20. PacnpemesnrTe yKazaHHbIe HMKe JOKYMEHTbI Ha 3 TIpyNIbI:
a) opraHu3alUoOHHbIe, 0) pacnopsAAUTeIbHbIC, B) HHPOPMALIMOHHO-CIIPABOYHbIE.

1. Pestome.

2. JIoJbKHOCTHAs! MHCTPYKIIMS.

3. PacniopsikeHue n1upekTopa.

4. CBonka.

5. IloctaHoBNIEHUE KOJJIETHH.



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 YUpPeKAeHNHU, YCTAHOBUIM Psijl (PaKTOB, KOTOPbIE MOCTYKUIU
NPUYMHON moxkapa. Kakoi J1OKyMeHT J0/I2KHA COCTABUTH KOMUCCHUSA?

a) AKT;

0) cipaBKy;

B) JIOKJIAJTHYIO 3aIIUCKY;

') HHCTPYKLIHIO O IPOTUBOIIOXKAPHOU O€3011aCHOCTH.

22.  JIOKYMeHT,  aJpecOBaHHBII  PYKOBOAMTEJI0  OpPraHM3aLUM,
coep:Kamuii  00CTOSATEILCTBEHHOE M3JI0KeHHMe KaKoro-iuéo Bompoca c
BbIBOJAMHM U NMPeEIJI0KEHUSIMHU COCTABJICHNUS, HA3bIBACTCH:

a) aKT;

0) npencTaBiICHUE;

B) JOKJIaTHAs 3aIIUCKa;

) IPEAJIOKEHHUE.

23. laToii c1y:keOHOr0 MUCHhbMA SABJISIETCS 1aTa:

a) COCTaBJICHUS;

0) OoTIIpaBJICHMUS;

B) MIOJIMMCAHUS,

') TOJIYYEHUS.

24. CnucoK NMPUCYTCTBYIOIIMX HA 3acelaHuud odopmiisieTcsi OTAEJbHO U
NPHJIATAeTCsl K NPOTOKOJIY, €CJIM TAKOBbIX:

a) 6onee 15;

0) 6oee 10;

B) OoJiee 25.

25. Odopmienne 00JI0KKM Jeja IS NOCJICAYIOLIEr0 XpPaHEHUs
onpeaessieTcs:

a) CTaHAapTOM;

0) MHCTpYKLHEN MO JEIONPOU3BOJICTBY;

B) paclopsKEHUEM PYKOBOIUTEIS.

26. JkcnepTU3a HEHHOCTH I0KYMEHTA IMPOXOAMT B jrama:

a) 4eThIpE;

0) Tpu;

B) JIBa.

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

a) CTOJIC, IO CTEKIIOM;

0) nBepiie mkada c JOKyMEHTaMU,

B) BHYTPEHHEN CTOPOHE ABEPILIbI MKa(da ¢ JOKyMEHTaMHU.




28. Bce JuaucThl Jesia mpM MOATOTOBKE HMX K Iepeaade 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 MOJIOBUHE JTHS MOJTYYCHHUS;

B) /10 O3HAKOMJICHUS] C HUMU PYKOBOIUTES.

30. Kaxxnasi o0pa3oBaTe/ibHAasi OpraHnu3anus 00si3aHa UMeTh:

a) CBOJIHYIO0 HOMEHKJIATYPY;

0) UHIUBUIyaIbHYI0 HOMEHKJIATYPY;

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) HanpaBIeHUs JEATEIBHOCTU MPEATPUITHS,

B) THU HEJIEJIH, MECSLa.

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

a) COCTaBUTEJIEM JIOKYMEHTA;

0) Ipu perucTpaluy,

B) [TOCJIE TIOJUCAHUS PYKOBOJUTENIEM.

34. Ecau B gesie coaepskarcsi JOKYMEHTbI PAa3JIMYHOM LEHHOCTH, TO CPOK
XPaHEHHUs YCTAHABJIMBAETCSH:

a) OOJbIINI;

0) MEHBIIINIA;

B) CPEIHUM.

3ajaHus QI CaMOCTOSATEJIbHOM Pad0ThI

3aganme 1. OdopmuTh BCE OTMETKH, KOTOPHIE CTaBSIT Ha JIOKYMEHTE B
cootBerctBu ¢ ['OCT P 7.0.97-2025. Vkaxutre MeCTOPACIONOKEHUS ITHX
PEKBHU3UTOB Ha OyaHke popmara A4.

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

3aganme 3. Bemmmmumre Ha nuct dopmara A4 Bce mpaBuiia oQOpPMIICHHUS
TEeKCTa JOKYMEHTa: HWHTepBasibl, mpudThl U T. A. B coorBeTcTBUU ¢ ['OCT P
7.0.97-2025.

3ananme 4. CoctaBuTh U O(GOPMUTH AOKIAIHYIO 3alUCKy O HapyLIEHUU
TPYJIOBOM TUCUUILIMHBI paOOTHUKOM. Bce peKBU3UTHI U 31€MEHThI TEKCTA JOOABUTH
camoctoaTenbHo. HamucaTh OOBSCHUTENBHYIO 3alUCKy OT HMMEHU paOOTHUKA,
HapYILIUTENS TPYAOBOM AUCIUIUIMHBI.

3apanme 5. Hanncatb 0TBETHOE MMCHhMO-0J1ar0JapHOCTh Ha MO3/PABJICHHE.



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

Bonpocsl aJis1 npoBeieHU 3a4eTa:

1. ITonsTHE «JIOKyMEHT» U €T0 (PYHKIIUU.

2. Knaccudukanus J0KyMEHTOB.

3. CyuiHoCTh M OCHOBHOE Ha3HAaY€HHE JOKYMEHTAI[MOHHOTO oOOecreueHus
JESTEIIbHOCTH IEjarora.

4. Cuctembl TOKyMEHTALIHH.

5. 3aKkoHOJaTeNbHAsl U HOPMAaTUBHO-METOAMYECKas: 0a3a JOKYMEHTAllMOHHOIO
o0ecrieueHus ynpaBIeHUsL.

6. ®opmyJsisip TOKyMEHTA.

7. CocTaB peKBU3UTOB IOKyMEHTOB.

8. TpeboBanus K 0POPMIICHNIO PEKBU3UTOB JOKYMEHTOB.

9. TpeOoBanus Kk OIaHKaM JOKYMEHTOB.

10. Cucrema qoKyMeHTAITMU B 00pa30BaTeIbHON OpraHU3aIliy.

11. Opranuzanuonssie 10KyMeHTbl cucteMbl OPJ[. O0miast xapakrepuctuka u
Ha3HAYEHUE JOKYMEHTOB.

12. PacniopsinutenbHabie JokyMeHTHI cuctembl OPJ]. O6mmas xapaktepuctuka u
Ha3HAYEHUE JOKYMEHTOB.

13. UndopmanmionHoO-cipaBouHble  JOKyMeHThl cucteMbl OPJ[.  OOmas
XapaKTepUCTUKA U Ha3HaYCHUE JOKYMEHTOB.

14. JlenoBoe nUCbMO KaK OCHOBHOM BUJI IIEPETIUCKH.

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

16. OcoGeHHOoCTH OPUITHATBHO-IETIOBOTO CTUJISI COCTaBICHUS TEKCTa JIETI0BOTO
nuchMa.

17. Buapl  choy>XeOHBIX  THCEM, COCTaBJISIFOIIIME  OCHOBY  JICJIOBOM
KOPPECTIOHEHIUH.

18. DnekTpoHHas nepenucka. DIEKTPOHHBIN TOKYMEHT.

19. Opranuzanus T0KyMeHTo000poTa 00pa3oBaTeIbHON OpraHU3aIlnu.

20. ®opmbl opraHW3anu  pabOTHl € JOKyMEHTaMu. JlOKyMEHTOOOOPOT.
JIOKyMEHTOIOTOKH.

21. Tlopsimok 06pabOTKM BXOIAIIMX JOKYMEHTOB. Perucrparus 10KyMeHTOB.

22. Tlopsiiok 06pabOTKU UCXOISAIINX JTOKYMEHTOB.

23. Iopsiiok paboThI C BHYTPEHHUMHU JOKYMEHTaMHU.

24. HomenknaTypa zied.

25. ®opmupoBanue,  odopmIICHHE,  XpaHEHHWe Jel B TEKYIIeM
JEJIONPOU3BOICTBE.

26. Yaudukamms 10KyMEHTOB.

2. CranpapTu3anus JOKyMEHTOB.

28. Hymepaiysi MHOTOCTPAaHUYHOTO JJOKYMEHTA.

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

30. Pe3tome, aBToOMOrpadus, XapakTepucTHUKa: MOHATHE, Ha3HAYEHUE, COCTaB
PEKBU3UTOB.

31. 3asaBieHue: MOHATHE, HA3HAYECHHE, COCTAB PEKBU3UTOB.



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

CJ'Iy}K€6HaH 3allCKa: IMIOHATUC, 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: ITOHATHC, HABHAYCHUC, COCTAB PCKBHU3HUTOB.

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

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

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

41. UHcTpyKuMg 1O  JEJONPOU3BOACTBY: IMOHSATHE, Ha3HAYCHHE, COCTaB
PEKBU3UTOB.

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

43.
44,
45.
46.

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

Oco0eHHOCTH COCTaBIEHMSI TEKCTA IIPUKA3a.

PexkBu3utsl rep0, sMOiemMa, TOBAapHBIM 3HAK (3HAK OOCIYXUBaHHUA), KOA

(GbOopMBI IOKYMEHTA.

47.

PexBU3UT HaMMEHOBaHWE OpraHU3alli, HAMMEHOBAHUE CTPYKTYPHOIO

noapasacICHusl, HAMMCHOBAHWC TOJIDKHOCTH JIMIIA.

48.
49.
50.
ol.
92.

PexBU3UT cripaBOYHbIE JaHHBIE 00 OpraHU3aAINH.

PexBU3NUT HAMMEHOBAHKE BUA JOKYMEHTA.

PexBu3UT naTa JOKyMEHTA.

PexBHU3UT perucTpalmoOHHbII HOMEP TIOKYMEHTA.

PekBU3UT CChUIKA HAa PETUCTPALMOHHBIA HOMEP W ATy MNOCTYNHBIIETO

JIOKYMEHTA.

53.
54,
55.
56.
57,
58.
59.
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.

PexBU3HUT TEKCT JOKYMEHTA.

PexBU3UT OTMETKA O MPUIIOKECHUHU.

PexBu3ut rpud coriiacoBaHusi JOKyMEHTA.

PexBusur Bu3a.

PexBu3UT OAINCH.

PexBu3uT oT™MeTKa 00 3JIEKTPOHHOM TTOITUCH.
PexBu3uT neyars.

PexBu3uT 0T™METKA 00 UCTIOTHUTEE.

PexBu3UT OTMETKA O 3aBEpPEHUN KOTIUU.

PexBU3UT OTMETKA O MOCTYIUICHUU JOKYMEHTA.
PexBu3uT pesosronus.

PexBU3UT OTMETKA O KOHTPOJIE.

PexBU3UT OTMETKA O HANpPaBJICHUU JOKYMEHTA B JIEJIO.



