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1. HACHOPT ®OHJIA OINEHOYHbIX CPEACTB

1.1. ObsacTb NpUMEeHeHus!

@®oun  onenouHsix cpeacts (GOC) — HeorbemiiemMas dacTh paboueit
nporpamMmbl  AUCHUIUIMHBL «/loKkymMeHTanmoHHoe olecrieueHne o0pa30BaTEIbHOM
OpraHM3alm» ¢ TpeIHa3HayeH Ui KOHTPOJIA M OLEHKHM 00pa30oBaTENbHBIX
JOCTHXKEHUM CTYICHTOB, OCBOMBIIMX MPOTPaMMYy TACHUILITAHBI.

1.2. lenau u 3agaun GoHAA OLIEHOYHBIX CPEICTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKUA OOYYAIOIIETOCS
tpeboBanusim PI'OC BO OakanaBpuar 1o HampaBieHHIO moArotoBku 43.03.02
Typusm, yTBEpKICHHBIM TNpUKa3oM MUHHUCTEpPCTBA O00pa30BaHUS M HAYKU
Poccuiickoii ®eneparu ot 8§ wuwoHa 2017 1. Ne 516 (¢ uU3MEHEHUAMH U
nononHeHusiMu), [IpodeccruoHanbHBIM CTAaHAAPTOM, YTBEpKACHHBIM [Ipukazom
MunuctepcTBa Tpylda H coruaiabHOM 3ammuThl Poccuiickoit ®denepannu  «O06
yTBEPXKICHUH MPOGEeCCHOHANTBHOTO CTaHaapTa «IKCKypcoBoa (rum)» oT 24.12.2021
r. No 913n, IlpodeccruoHanbHbIM CTaHAAPTOM, YTBEpkACHHBIM [Ipukazom
MunucrepcTBa Tpyna W comuanbHOM 3amuthl  Poccuiickon ®enepanuu  OT
07.05.2015 1. Ne 281 «OO0 yTBepxkaeHnn NPodheccCHoHaTBLHOTO CTaHAapTa
«PykoBouTeNb NIpeanpusaTust nutaHusy», [IpodgeccuonansusiM [IpodeccrnonanbHbIM
CTaHAApTOM, yTBEpkIeHHbIM [Ipukazom MuHucTepcTBa TpyAaa W COLMAIBHOU
3ammThl Poccutickoit ®Peneparuun ot 07.05.2015 Ne 282H «OO0 yTBepXIeHHUH
npodeccroHanbHOr0 cranaapra «PykoBoauTenb / ympaBisSiOIUA TOCTUHUYHOTO
KOMILJIEKCa / CeTM TOCTUHHUI, lIpodeccruoHambHBIM CTaHIAPTOM, YTBEPIKICHHBIM
[Ipukazom MuHucTEepCTBa Tpyaa U colranbHOM 3auTel Poccuiickon denepanuu ot
24.12.2020 1. Ne 9541 «O06 yTBepkaeHuu npodeccuoHaibHoro cranaapta «l eorpad
(Cneuumanuct 1O BBINOJHEHUIO PA0OT W OKa3aHUIO YCIOyr reorpaduyeckon
HaIPaBJIECHHOCTH )».

1.3. Ilepeyenr KomMmeTreHuuil, GopMHpPyeMBIX B Ipouecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHON NPOrPaMMBbI

[Tpouecc ocBOEHMS OUCLUIUIMHBI HAaIpaBJIeH Ha (POPMHPOBAHHUE CIEAYIOLINX
KOMIIETEHIIMW U HHIUKATOPOB UX JIOCTUKEHHUSL:

Kox mo ®I'OC BO ] NHauKkaTop 10CTHKEHUSA
YHuBepcajbHbIe
YK-4. YK-4.1.
Crniocoben OCYILECTBIISATh nenoByto | Beibupaer Ha roCyJJapCTBEHHOM u

KOMMYHHUKAIIUIO B YCTHOM M TIMCbMEHHOW | MHOCTPAHHOM(-BIX)  sI3bIKAX  IPHUEMJIEMbIN
¢bopMax  Ha  TOCYAapCTBEHHOM  $3BIKE | CTHJIb JI€JIOBOrO OOMLIEHHs, BepOadbHbIE U
Poccwuiickoit @enepalinu 1 HHOCTpAaHHOM(-bIX) | HEBepOaIbHBIE CpEACTBA B3aWMOJCHCTBHS C
sI3bIKe(ax) MapTHEPAMH.

1.4. Dranbl dopMupoBaHHsi KOMIETEHIMH M CpPeACTBA OIEHUBAHUSA
YPOBHS UX ¢)OPMUPOBAHHOCTH

KonTpo/ibHO-01IeHOUHbIE
cpeacTna / cnocod OleHNBAHUS

Jrtanbl popMupoBaHus komnerenuuii | Komnerenuuu




Tema 1. Teoperuko-npaBoeie u | YK-4 BeicTymuieHMe Ha IPaKTUYECKHUX
HOpMaTHUBHBIE OCHOBBI 3aHATUSX, YCTHBIN OIPOC
JIOKYMEHTallMOHHOI'O obecrieueHHs

ynpaBJIeHUs

Tema 2. Crannaptuzanus nporecca | YK-4 BeicTynneHne Ha INpaKkTUYECKUX
JIOKYMEHTUPOBAHUS 3aHSITUSX, YCTHBIA OMpPOC

Tema 3. Cucrema opranuzanuonHo- | YK-4 BoicTynnenne Ha NpakTUYECKUX
pacnopsAUTENbHON JOKYMEHTALUU 3aHATHUSIX, YCTHBIN ONpocC

Tema 4. JlenoBoe nucsMo kak ocHoBHOU | YK-4 BeicTymuieHMe Ha NIPaKTUYECKHUX
BUJI IEPETIUCKU 3aHATUSIX, YCTHBIN ONpOC

Tema 5. Opranmzanus | YK-4 BricTymieHne Ha TpaKTUYECKHUX
JOKyMEHTOO0OpoTa  00pa3oBaTeNbHON 3aHATUAX, YCTHBIN OIIPOC
OpraHu3aluu

Tekymas arrecrauus VK-4 Kontpoinbhas pabora
IIpome:kyTOuHAs aTTeCTALMSA VK-4 3auer

1.5. Onucanue noka3aresieid GopMUpoOBaAHNS KOMIIETEHIIUIA

Koa komnereHuu Pe3yabTaThl C)OPMHPOBAHHOCTH

YK-4 3HaeT: MPUHLHUIIBI TOCTPOCHUS YCTHOTO M MUCHhbMEHHOTO BBICKA3bIBAHHS
Ha TOCY/IapCTBEHHOM M MHOCTPAHHOM f3bIKaX; TPEOOBAHUS K JIEIOBOM
YCTHOH W THChMEHHOM KOMMYHHUKAllUM Ha TOCYIapCTBEHHOM B
WHOCTPAHHOM $I3bIKaX; OCHOBHBIE KOMMYHUKATHUBHBIE CpEJICTBA U
TEPMHHOJIOTHIO B TOM YHCJIE€ Ha WHOCTPAHHOM SI3bIKE, HCIOJIb3yeMbIC B
aKaJIEeMUYEeCKOM U Mpo¢deCcCHOHATHFHOM B3aUMOJICHCTBUU.

YMeer: rpaMOTHO U SICHO CTPOUTh MOHOJIOTMUYECKYIO M JHATIOTUYECKYIO
pedYb B paMKax MEKIUYHOCTHOTO W MEXKKYJIbTYPHOTO OOINEHUS Ha
rOCyAapCTBEHHOM U MHOCTPAHHOM SI3bIKAX.

Brnaneer: HaBbIKaMM ~ TIOMCKA, BOCHPHUATAS W HCIOJIB30BAHUS
uHbOpMallMd HAa TOCYJapCTBEHHOM W HWHOCTPAaHHOM  SI3bIKax,
MOJIYYCHHYIO M3 TEYATHBIX U DJIEKTPOHHBIX MCTOYHUKOB JJIS PEIICHHS
CTaHAAPTHBIX ~ KOMMYHUKATHBHBIX  33/1ay;  BEICHHUS  PEUYEBOM
JIEATEIILHOCTH Ha TOCY/IAPCTBEHHOM M HHOCTPAHHOM SI3BIKaX.

1.6. Kpurepum ouneHuBaHMSI KOMIIETEHIIMA HAa Pa3HbIX IJTanax Hux
(popmupoBaHus

KoanuectBo
Bua yuyeoHoii padoTnl 0a/L10B
0oP0
BrImonHeHUe ¥ 3ammuTa IPaKTHYECKUX padoT 40
KontpomnbHas padota 15
KoHTponb camMmocTosTensHOM paboTh 20
Y CTHBI 3aueT 25
Bcero 100

HaxonureabHas cucreMa ounenusanus mo 100-0ajaabHoOM mKaJe

YerpipexOaiibHAA Cucrema
100-6annpHas | BykBeHHas mkaia, coorBercTByomas 100-
cHCTeMa OLeHUBAHMS N OIIeHMBAHUS
IKaJja 0a/iIbHOM HIKasTe
JK3aMeHa 3ayeTa




OTnnyHo

90-100

A — OTJINYHO — TEOPETUUECKOE COJICPIKAHIE
Kypca OCBOCHO IMOJIHOCTRIO, 03 TPO0eIIoB;
HEOOXOIMMBIE TIPAKTHYECKIE HABBIKH PaOOTHI
C OCBOCHHBIM MaTEpPHaIOM CPOPMUPOBAHBI;
BCE MPEAYCMOTPEHHBIE TPOrPaMMOit
00y4yeHHs y4eOHBIC 3aJaHUs BBIITOTHECHEI,
KaueCTBO MX BBIMOJIHEHHSI OI[CHEHO YHCIOM
0auIoB, OMM3KIM K MAaKCUMAITBHOMY

Xopowo

83-89

B — oueHB XOPOLIO — TEOPETHYECKOES
CoZlep>KaHHe Kypca OCBOECHO IOJIHOCTbhIO, 0e3
po0OeIoB; HEOOXOIMMBIE TIPAKTHIECKIE
HaBBIKH pabOTHI C OCBOCHHBIM MaTepHajioM B
OCHOBHOM C(HhOPMHUPOBAHEL; BCE
NpeIyCMOTPEHHBIE TPOrpaMMOil 00ydYeHHS
y‘IC6HBIe 3aJaHus BBIIIOJIHCHBI, KAYCCTBO
BBITIOJIHEHHS OOJIBIIMHCTBA U3 HUX OLICHEHO
YUCIIOM OaJJIOB, OJIM3KUM K MaKCUMaJIbHOMY

Xopouio

75-82

C — XOpOIIIO — TECOPETUYECKOE COJICPIKAHKE
Kypca OCBOCHO TIOJIHOCThIO; HEKOTOPbIE
MPAKTUICCKUC HABBIKU PaOOTHI C OCBOCHHBIM
MarepuaioM chOpMHUPOBaHbI HEIOCTATOYHO;
BCE MPEAYCMOTPEHHBIE TPOTPaMMOIt
00yueHHs yueOHbIC 3aJaHHs BHIIOJIHEHEI,
KA4€CTBO BBIMIOJIHEHUS] HU OJIHOTO M3 HUX HE
OIICHCHO MUHUMAJIBHBIM YHCJIOM 0allioB,
HEKOTOPbIC BU/IbI 33/IaHHI BBITIOIHEHBI C
OImuOKaMu

YIIOBJ'IGTBOpI/ITGJ'ILHO

63-74

D — yoBi1€eTBOPHUTENBHO — TEOPETHUECKOE
coZiepKaHue Kypca OCBOCHO YaCTHYHO, HO
po0esbl He HOCSIT CYIECTBEHHOTO
XapakTepa; HeoOXOqUMbIe TPAKTUYECKHE
HaBBIKH pabOTHI C OCBOCHHBIM MaTEpHajioM B
OCHOBHOM C(hOpMHPOBAHBI; OOJBIINHCTBO
MIPETyCMOTPEHHBIX IPOrpaMMoii 00ydeHuUs
yueOHBIX 33laH1H BBITIOJIHEHO, HEKOTOPHIE U3
BBINOJHEHHBIX 33JIAaHUH cOJlepyKaT OMHOKH

Y 10BIETBOPUTENHHO

50-62

E — mocpeacTBeHHO — TEOPETUYECKOE
coJIep’KaHue Kypca OCBOCHO YaCTUYHO;
HEKOTOPBIC MIPAKTUYCCKUEC HABBIKU PAaOOTHI HE
c(hOopMHUPOBAHEI, MHOTHE TIPEAYCMOTPEHHEBIE
y4eOHOI mporpaMMoii 00y4YeHus yueOHbIC
3a/laHusI He BBITIOJTHEHBI JTMOO0 Ka4eCTBO
BEITIOJTHCHHBIX HEKOTOPBIX U3 HUX OLICHCHO
YHUCIIOM 0aJUIOB, OJIM3KUM K MUHAMAJIGHOMY

3auTeHo

HeynosnerBopuresbHo

21-49

FX — HEeyOBIETBOPUTEIEHO — TEOPETUIECKOE
coZiep’KaHne Kypca OCBOCHO YaCTHYHO;
HEOoOXO/IMMbIE MTPAKTHYECKUE HABBIKK pabOThI
C OCBOCHHBIM MaTEpHaJIOM HE
c(hopMHUPOBAHBI; OOJBITUHCTBO
MPEIYCMOTPEHHBIX Y4eOHOH IIporpaMMon
00y4eHMst yueOHbBIX 33/laHU{ HE BBITIOJIHEHO
1100 KaueCTBO X BBIIIOJTHEHHUS OLICHEHO
YHCIIOM 0aJuIoB, OJM3KUM K MUHHMAJIBHOMY;
NP JIOTIOJTHUTENBHO CaMOCTOSATEILHOM
paboTe HaJl MaTepHaIoM Kypca BO3MOXKHO
MIOBBILICHUE Ka4eCTBA BBIIIOIHEHHUS Y4EOHBIX
3aJaHUN

HeynosnerBoputenbHo

0-20

F — Hey1OBIETBOPHUTEIIFHO — TEOPETHUECKOE
Cozlep>KaHue Kypca He OCBOEHO;
HEOOXOIMMBIE TTPAKTHYECKIE HAaBBIKH PaOOTHI
He c()OPMHUPOBAHBI; BCE BHIIOIHEHHBIC
y4eOHbIe 3aJaHus coJiepKaT IrpyOble OIIHOKH;
JIONIOJTHUTEJbHAS] CAMOCTOsITeNIbHast paboTa

He 3auteno




HaJl MaTCpraJiOM Kypca HC IPUBCIACT K
KaKOMy-J'II/I6O 3HaYMMOMY ITOBBIIIICHUIO
Ka4dCCTBA BBIIIOJTHCHUA y‘I€6HLIX SaI[aHI/Iﬁ

2. KOHTPOJIBHO-OHEHOYHBIE CPEJCTBA
2.1. OueHoYHBbIE CPeCTBA TEKYIEr0 KOHTPOJIsSA (TUIOBBIE)

Bonpocsl AJis1 yCTHOro onpoca:

1. JlaiiTe onpenesieHHE NOHITUS «TOKYMEHT.

2. Packpoiite nonstue «JIOY». HazoBute mpodeccuoHanbHble TEPMUHBI U
onpeeneHus: B 00JacTH 1eJI0IPOU3BOJICTBA.

3. Ha3zoBure u packpoiite GyHKIIMU JOKYMEHTOB.

4. Kakue OCHOBHBIC 3aKOHBI B 00JACTH OpraHU3aIMHU JEIOMPOU3BOCTBA BbI
3Haere? HazoBure coaepxaHue MakeTra o00s3aTEIbHBIX 3aKOHOJATEIbHBIX U
HOPMAaTHUBHBIX JOKYMEHTOB B oOnactu JIOY.

5. HazoButre mpaBuiia yTBEpKIEHUS  JOKyYMEHTOB. TpeOoBaHuss u
odopmIIeHHE.

6. Kakue pekBU3UTHI SIBISIOTCA «HOpUANYECKHA 3HauyuMbIMu»? [lpaBuia ux
odpopmieHus. UTo BKITIOUAET B c€0s1 TOHITHE IIPABOBAS OXpaHa JOKYMEHTOB?

7. TlpuBegute mpuMepsl TOKYMEHTOB, KOTOpbIE MOJUIEKAT YTBEPKICHUIO U HA
KOTOPBIX CTaBUTCS Meuyath. Kak opopMIIsitoTCs epeyHr TakKuX TOKYMEHTOB?

8. HazoBurte 3aKk0H, B COOTBETCTBUU C KOTOPHIM O(GOPMIISIOT PEKBU3UTHI
nokymeHToB cucteMmbl OPJI. /lata BBeieHME M UTO OH ycTaHaBiIMBaeT. HazoBure Bce
PEKBU3UTHI.

9. HazoBure pexkBu3uTHI oOmIero OnaHka u OinaHka misi nuckMa. [IpaBuima
opopmiienusi. Kakue Bunbl OnaHkoB Bbl 3Haere? B uyeM ocoOeHHOCTH OjaHKa
JIOJ>KHOCTHOTO JIrIa?

10. CornacoBanue u Bu3upoBaHue. Ha3oBUTe BUABI U CPOKH COIJIACOBAHMUS, U
BU3UPOBAHUE JIOKYMEHTOB.

11. Pacckaxxute O TeyaTsX M INTaMIIaxX OPEAnpusITHd W opraHu3anuii. Ha
KaKMX JOKyMEHTax craBsTca neuatb? Kakue TpeOoBaHUs MNPEIBABISIOT K
UCIIOJIb30BaHUIO repOoBOil mevatu?

12. PackpoiiTe coaepkaHue TOHATHS «ymnpaBieHue». HazoBuTe cuctembl
JOKYMEHTOB yrpaBieHusi. Packpoiite nonsitue «OP[». Kakue rpynmbsl U BuUab
JTOKYMEeHTOB BxoasT B OP/[?

13. Pacckaxxute 00 OCOOEHHOCTAX JJIEKTPOHHOTO JOKYMEHTa, JJIEKTPOHHOM
NEPENUCKU U TPEOOBAHUSX, IPEIBSIBIIEMbBIX K HEH.

14. B 4yem ocoOenHoctu OnaHka juisi mucbma? Ha3oBuTe pekBU3UTHI OJiaHKA
JUTSI IAChMA M PEKBU3UTHI CITY>KEOHOTO MHChMA.

15. Uto pernaMeHTUpyeT TUIIOBasi HHCTPYKIIMS IO JieTonpou3BoacTBy? Jlaiite
XapaKTePUCTUKY OPTraHU3alMOHHBIM JOKYMEHTAM U HA30BUTE UX BUIBI.

16. HazoBure Buabl WHGOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, JailTe
XapaKTePUCTUKY KaKJI0MYy BUy. [IprBeauTe N3BECTHBIC BaM BUJIBI PETUCTPALIUH.

17. JlaiiTe =~ XapakTEPUCTUKY YUPEAUTENbHBIM JOKYMEHTaM U  yCTaBy
npeanpustud. Kakue Buabpl yctaBoB Bbl 3HaeTE?



18. Haiite  xapaktepuctuky JoKymeHTy «llomokeHue» ©  Ha30BUTE
CTPYKTYPHBIEC YACTH TEKCTA JJOKYMEHTA U €T0 COJICPIKAHMUS.

19. Jlaiite xapakrepucTuky AokyMeHTy «HcTpykiusy». [IpuBenure npumepsl.
JlomxHOCTHAS HHCTPYKIIUS, CTPYKTypa Tekcta. Odopmienne. O3HaKOMIICHHE.

20. [lITatnoe  pacnucanue (OCOOEHHOCTU  COCTaBlIeHHs, O(opMIIeHUS.
TpeboBaHrEe K UCTIOIB30BAHUIO YHU(PUITUPOBAHHBIX (POPM.

21. TlpaBuna BHYTPEHHETO TPYIOBOTO pacnopsiaka u [lonoxenue o nepconae.

22. JlaiiTe XapaKTepUCTUKY PACTIOPSTUTEIBHBIM TOKYMEHTaM.

23. HazoBute BUABI paCOPSIUTETHHBIX JOKYMEHTOB U OCOOCHHOCTH KaXKI0TO.
HazoBure CTpyKTypHBIE YacTH TEKCTa  PacCHOPSAUTEIbHBIX  JOKYMEHTOB,
odopMIIeHHE TTPeaMOYJIIbl U PACTIOPSTUTEITHLHON YaCTH.

24. B yem ocoOeHHOCTH Ccly)eOHbIX TucemM? HazoBute BUABI CITY>KEOHBIX
nucem. Kakue TpeboBaHUs MPEIBABISAIOTCS K TEKCTY CIYKEOHBIX MUCeM?

25. HazoButre mpaBwia oGOpMIICHHS  PEKBU3UTA  «aapecar». Bumisl
aJpecoBaHUs.

26. UTo BXOUT B IOHATHE IIPOBEACHHUE IKCIIEPTU3BI ICHHOCTU JOKYMEHTa» ?

217. PackpoiiTe TOHSATUA «IOKYMEHTOO00OPOT», «IOKYMEHTONOTOKM». Jlaiite
XapaKTePUCTUKY KaXKIOMY BHIY JOKYMEHTOIOTOKA, YKaXHT€ HUX OCOOCHHOCTH.
Kakum o6pa3oM onpezaensercss JOKyMEHTOOOOPOT NpeanpusaTus?

28. Homenknatypa nen. 3nauenue. CocraBnenue. Buabl HOMEHKIIATYPHI.

29. IlogrotoBka JOKYMEHTOB K cJade B BEIOMCTBEHHbIH apxuB. Craua
JOKYMEHTOB B apxuB opraHuzanuu. ONUCH JOKYMEHTOB, HAXOISIIUXCS B JeTe.
dopma u copepxraHue akTa 00 YHUUTOKEHUH TOKYMEHTOB U JIEII.

30. Kakue noxkymeHTBI He nojajiexar perucrpanun? Kak u 3auem Begercs yder
TaKUX MOCTYILICHUN?

31. Pacckaxkutre 0 BHUJAX BXOJSALIMX, MUCXOJIAIIUX BHYTPEHHUX JOKYMEHTaX.
HoxymenToB. IlpuBenutre Qopmbl >KypHallbHOM peructpanuu. Pacckaxurte o
peructpanuu ¢ nomoinbio PKK 1 aBTomMaTn3npoBaHHOM.

32. Uto BKIIOYAET B ce0s MOHATHE «(POPMHUPOBAHUS» U «OPOpMIICHUS aei?
Ha3oBute npusHaku opopMIIeHUs 00JI0KKHU JEIL.

33. Cpoku XpaHEeHHsI JOKYMEHTOB B 3aBUCHUMOCTH UX 3HaumMmocTu. HazoBute
HOPMATUBHBIN JOKYMEHT, TI0 KOTOPOMY OIIPEAEISIOT CPOKU XPaHEHUSI.

34. Yto BKiIIOYaET B ce0sl MOHATUE «IIOATOTOBKA JIOKYMEHTOB K apXHUBHOMY
xpaHeHuto»? OyHKuMY, 3a1a49u U OTBETCTBEHHOCTH JK.

TecTsl 1J151 NpOBeIeHUSI KOHTPOJIbHOM PadoThI:
1. IlpaBWwiIbHasi MOC/IEA0BATEIHLHOCTh HANMMCAHMUA JIJIE€MEHTOB IOYTOBOIO
aJjpeca HA MOYTOBBIX OTINPABJICHUAX:
a) MOYTOBBINA UHIEKC;
0) HaMMEHOBaHUE ajJpecaTa;
B) HOMEP KBAPTHUPHI;
I') HA3BaHHUE HACEJICHHOTO MYHKTA;



1) Ha3BaHUE 00J1aCTH, Kpasi, peCIyOJINKH;

€) CTpaHa;

’K) HOMED JIOMa;

3) Ha3BaHUE YJIUIIBL.

2. YHnpuuupoBaHHASA CHCTEMA JOKYMEHTAIMH — ITO:

a) CUCTeMa JIOKYMEHTAlLlMM, CO3JaHHasl [0 €IMHBIM IpaBUjaM U TpeOOBaHUSAM,
cozepxaiiasi Hopmaiuoo, HeoOXOIUMMYIO JIJIsl YIIPaBIEHUs B ONpeieNieHHON cdepe
NeSATEeNbHOCTH;

0) yaudunrpoBanubie  QPOPMBI  TOKYMEHTOB, CHCTEMATH3UPOBAaHHBIC TIO
GyHKIUSAM yIIpaBJICHHUS;

B) COBOKYITHOCTb JJOKYMEHTOB, YCTaHOBJIEHHBIX B COOTBETCTBUU C PEIIAEMbIMU

JTIOKYMEHTaMU;
I') COBOKYITHOCTh JIOKYMEHTOB, CBsI3aHHAsg €IMHOOOPa3HBIMH IpaBUJIAMU
opopMIIECHUS.
3. Bo3MOKHOCTH HCHOJIL30BAHUS (PAKCHMMWIE KAK COOCTBEHHOW MOANMUCH
perjiaMeHTHPYeTCs:

a) TPXKJIaHCKUM KojiekcoMm PD;

0) mpaBWIIaMu JENOMPON3BOACTBA B (PelepalbHBIX OpraHaxX HCHOJHUTEIHHOM
BJIACTH;

B) [OCT P 7.0.97-2025.

4. Kakomy Buay 0J1aHKOB COOTBETCTBYET JAHHBII HA00pP PEKBU3UTOB?

a) l'ocymapcrBennbiii  rep0  Poccuiickoit  ®enepanum, repd cyObekTa
Poccuiickoit ®enepanuu, sMOnemMa oOpraHu3allM, TOBapHbIM 3HAK (3HaK
oOCiIyXUBaHUs), 1aTa, HOMEP, MECTO COCTABJICHUS WU U3JaHMUS;

0) 61aHK MUCHbMA;

B) oOmuii OaHK;

r) OJJaHK KOHKPETHOT'O BHJIa JOKYMEHTA.

5. [lopsinok HaNMUCAHUs MOYTOBOIO a/ipeca YCTAHOBJIEH:

a) B [IpaBuiax aenonpou3BojAcTBa B (pelepajbHbIX OpraHax HCHOJHUTEIbHOM
BJIACTH,

6)B 'OCT P 7.0.97-2025;

B) B [IpaBuiax okazaHus ycinyr MOYTOBOM CBSI3H.

6. PekBU3UT «BH32» MOMKET BKJIHOYATH:

a) TOJDKHOCTh BU3HMPYIOIIEro, €ro MOJAMKHCh, paciiu@poBKy (MHUIMAIBI |
dbamunus) u nary;

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

B) JIOJDKHOCTB, MOJITUCH JaTy;

T') TOJKHOCTb, HOANHUCH, pacppoBky nognucu (O. U. O.).

7. 'epOoBasi ne4yaThb NPOCTABJIACTCH HA MACBMAX:

a) peKJIaMHBIX;

0) HAaITOMUHAHUSX;;

B) MPUTJIAIICHUSIX;

') rapaHTUNHBIX;

1) ”HQOPMAITMOHHBIX.



8. Tekecr [OKYMEHTOB COCTABJSIKOT Ha TOCYJIapPCTBEHHOM  fI3bIKe
Poccmiickoit @Degepand WIHM Ha TOCYJIAPCTBEHHBIX fA3BIKAX CYOBEKTOB
Poccuiickoit @exepanvu B COOTBETCTBUH C:

a) MpaBUJia JIEJIONIPOU3BOJICTBA B (DeepaIbHBIX OpraHax HCIOJHUTEIHHOM
BJIACTH;

0) 3akoHoarenscTBOM Poccuiickoil @enepaunn U cyObekToB Poccuiickoi
®enepauuuy;

B) [CHOY;

') TUIIOBOM MHCTPYKIIMEHN O I€IONPOU3BO/ICTBY.

9. leJbI0 CTAHAAPTH3ANMH TOKYMEHTOB SIBJISIETCS:

a) OPUINYECKOE 3aKPETUICHNUE PE3YIhTaTOB YHU(DHUKAITUY JOKYMEHTOB;

0) pa3paboTka HOMEHKJIATYPY JIEJI;

B) CHCTEMAaTH3aIis JOKYMEHTOB B OpraHU3aIlNH;

r) oOecrieyeHne COXPaHHOCTH JOKYMEHTOB;

1) 3alUTa KOHOUICHIINATLHOCTH HH(DOpMaIIUH.

10. ¥YkaxkuTe BApPHAHT OTBETOB, B KOTOPOM MNPABWIbLHO HAa3BaHbI
PEKBU3UTHI OJIAHKA MUCHbMA:

a) (repb, »oMmOnema), KOJ OpraHu3allid, HAWMEHOBAHUS OpraHu3alllH,
CIIpaBOYHBIE JaHHBIE OO0 OpraHu3auv, Koa GOpMBI JOKyMEHTa, MECTO s
IPOCTABIICHUST JaThl JOKYMEHTa, MECTO Il MPOCTABIICHUS PETUCTPAIIMOHHOTO
HOMEpa IOKYMEHTA, CChIJIKA Ha HOMEP U JaTy BXOMSIIETO TOKYMEHTA;

0) (rep6, smOiema), HaMMEHOBAaHWs OpraHW3aIlM{, KOJI OpraHM3allUM, JaTra
JTOKyMEHTa, MECTO JIJIsl POCTABJICHUS] PETUCTPAIITMIOHHOTO HOMEpa JOKYMEHTa, MECTO
U3JIaHUs TOKYMEHTA, CChIJIKa Ha HOMEP U JaTy BXOJSIIETO IOKYMEHTA;

B) (rep0, »5mOnema), HAUMEHOBAaHMS OpraHU3alldd, HAUMEHOBaHUS BHUAA
JIOKyMEHTa, JaTra JOKYMEHTOB, KOJ (OpMbI JOKYMEHTA, MECTO [JIsi TPOCTABIICHUS
PETUCTPAllUOHHOTO HOMEpa JOKYMEHTa, CIPAaBOYHBIE JaHHbIE 00 OpraHu3alu,
CCBhUTKA HAa HOMEP | JIaTy BXOJAIIETO JOKYMEHTA,;

r) (repb, HmOnema), HaMMEHOBAaHUSI OpPTaHU3AlMH, CIPABOYHBIC JTaHHBIC 00
opranuzauuu, koj opranuzanuu OI'PH, MecTo j1st mpocTaBiieHus AaThl JOKYMEHTA,
MECTO JIJISl IPOCTABJICHUSI PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTa, CChUIKA Ha HOMEP
U JaTy BXOJAILEro JOKYMEHTA, MECTO JUIsl 3ar0JI0OBKA K TEKCTY.

11. K opranu3anmoHHBIM J0KYMEHTAM OTHOCHTCH:
a) MPOTOKOII;
0) ycras;

B) HHCTPYKIUS,
I) TIOCTaHOBJICHUE;
1) TOJIOKECHHE.
12. K pekBM3uTaAM NPUKA3a OTHOCATCSH:
a) ajapecar;
0) HaWMMEHOBaHUE OPTaHU3ALNMY;
B) HauMMEHOBaHUE BUJIAa JOKYMEHTA,
I) 3arojoBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS;
€) MOJIHUCE.



13. AKTBI cO312K0TCH:
a) KOJUJIETHAJIbHO;
0) Ha OmaHkax;
B) Ha COBEIIAHUH;
I')  BBIIIECTOAIICH OpraHu3aIue.

14. HopmaTMBHBIH aKT, HM31aBaeMblii JAUPEKTOPOM 00pPa30BaTEIbLHOI
OPraHM3alui WJIH YYPeKIeHUus, ITO:

a) MpHUKa3;

0) TmMOJOXEeHHe,;

B) pacmopsiKeHHeE;
I) peLIEHHuE.

15. Bo BpemMsi MpOU3BOACTBEHHOI0 COBEUIAHHMS Yy JAMPEKTOPA CEKpeTapb
3allUChIBAJI BBICTYIUIEHHSI U NpuHATHe pemieHus. Kakoil noxkymeHT ciieayer
0(p)OpMHUTH MO UTOraM 3aceqaHus?

a) [Iporokou;

0) peleHue;

B) pacOPSKEHHUE;

I') IPOTOKOJI, PEIIEHUE U PACTIOPSKEHUE;

1) 10 YCMOTPEHUIO HAYaIbCTBA.

16. PekBu3uTAMM BHELIHEH CIIPABKH SIBJIACTCH:

a) Meyvarh;

0) MOJIMKCH;

B) HAMMEHOBaHUE BUJIa IOKYMEHTA,;

r) aapecar;

1) HAMMEHOBAHWE OPTraHU3alINH;

€) cChlIKa Ha JIaTy PErucTpaliOHHbBIA HOMED.

17. ®akc oTiin4aeTcs OT NMCbMA M0 0()OPMJIEHUIO TEM, YTO:

a) SIBJISIETCS HE TOIJIMHHUKOM, a KOIUEW TOKYMEHTa;

0) COICPKUT PSi/T TOTIOTHUTEIHHBIX PEKBU3UTOB;

B) MeyaTaeTcs Ha Tenedakce;

') HE MOXET OBITh 3aBEPEH MEUYATHIO.

18. BbigesnTe M3 KAKHX pa3esiOB COCTOMT TEKCT NMPHUKA3a MO0 OCHOBHOM
eI TeJIbHOCTH:

a) KOHCTaTUPYIOUIUI U PaCIOPsAUTEIbHBIN;

0) KOHCTATUPYIOIIUNA U TTOCTAHOBJISIFOIINN;

B) KOHCTATUPYIOIIHNKA U MpeJiararoliuii;

I') OCHOBHOM ¥ KOHCTaTHUPYIOIIHUH.

19. Bblgeaute, B KAaKOM H3 BH/JIOB [OKYMEHTOB He INPOCTABJISIIOTCS
PEKBU3UT HAUMEHOBAHMS BU/Ia JOKYMEHTA.

a) 3asBJICHUE;

0) cmyxe0HOE TTUCHMO;

B) JIOKJIQJ(HAs 3aIKCKa;

I') TOJKHOCTHAS UHCTPYKIIUSL.

20. Pacnpenenure YKa3aHHble HHMKe [JOKYMEHTbI Ha 3 rpynmbl:
a) OpraHM3alMoOHHbIEC, 0) pacoOpAAUTE/IbHbIE, B) HHGOPMALIMOHHO-CIIPABOYHbIE.



. Pe3rome.
. JJOJKHOCTHAs! MHCTPYKIHUSL.
. Pacniopsikenue nupekropa.
. CBOJIKA.
. [locTanoBIIEHHE KOJIJIETHH.
. UHCTpyKIMA 110 AENI0NPOU3BOICTRY.
. CnpaBka ¢ mecTa paboTHhl.
. [Ipuka3 o npueme Ha padoOTy.
. lITatHOE pacnucanue.

10. TpynoBoii 1oroBop.

11. IlpurnamnieHrie Ha BHICTABKY.

12. PernameHr.

21. Komuccuss 1mo pacciieJOBAaHMI0 TMOKapa, NpPoOU30UIEAIer0 B
00pa3oBaTeJIbHOM YUYPeKIACHUM, YCTAHOBWIHN PAJ GaKTOB, KOTOPbIE MOCTYKHUIH
NPUYMHON nmoxapa. Kako T10KyMEHT 10JI2KHA COCTABUTHL KOMUCCUSA ?

a) Axr;

0) cripaBKy;

B) IOKJIQJHYIO 3aIUCKY;

') HHCTPYKIIMIO O TPOTUBOIIOXKAPHON O€30MaCHOCTH.

22.  JlokyMeHT, aIPEeCOBAHHBIH  PYKOBOIMTEIIO OpraHu3anum,
coaep:Kamuii  00CTOSATEILCTBEHHOE H3JI0Ke€HHe KAaKoro-iuéo Bompoca c
BbIBOIAMHM U NPEIJIOKEHUSIMHU COCTABJICHHUS, HA3bIBACTCH:

a) aKT;

0) mpeacTaBIcHUE;

B) JIOKJIaJ[HAs! 3aIMCKa;

') IPeAJIOKEHHUE.

23. JlaToi ca1ykeOHOro MuChbMa AABJIAETCS JAaTa:

a) COCTaBJICHUSI;

0) oTIpaBICHHUS;

B) MOJMKCAHUS,

I') IOJYYEHUS.

24. CnucoOK NMPHUCYTCTBYIOUIMX HA 3acedaHuu oQopmiisieTcsi OTAEJIbHO H
NPUJIATraeTcsi K NPOTOKOJIY, €CJIM TAKOBBIX:

a) bouee 15;

0) 6onee 10;

B) Ooiee 25.

25. Odopmiienne 00JI0KKM Jeja Ui  MOCJAEAYIOLIero XpaHeHHs
onpeaessieTcs:

a) CTaHJapTOM;

0) MHCTPYKUKEN MO 1€TONPOU3BOJICTBY;

B) paCHOPSKEHUEM PYKOBOIUTETIS.

26. DxcnepTH3a HEHHOCTH JOKYMEHTA MPOXOJAUT B JTamna:

a) YEeThIpE;

0) Tpu;

B) JIBa.
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27. HoMeHnkJaTypa e (padoumnii 3K3eMILIAP) NOMELIAOT HA:

a) CToJIe, MOJ CTEKIIOM;

0) nBepiie mKada c JTOKyMEHTaMU;

B) BHYTpPEHHEW CTOPOHE ABEPLIbI MIKa(a ¢ JOKYMEHTaMHU.

28. Bce aucThl fAesia NMpH NMOATOTOBKE HMX K Iepeaadye B apxXuB
HYMEpPYIOTCS:

a) YepHBbIM IpaQUTHBIM KapaHJaIIOM;

0) YepHBIMU YEPHUIIAMH;

B) KPACHBIM KapaHJaIloM.

29. Bxoasinmue JOKYMEHTHI PErHCTPUPYIOTCS:

a) MocJe O3HAKOMJIEHHS] C HUMH PYKOBOJMTEIS;

0) B IepBOM MTOJIOBUHE JIHS MOJyUEHUS;

B) /10 O3HAKOMJIEHUSI C HUMH PYKOBOJUTES.

30. Ka:xxnasi o0pazoBaTe/ibHAs OPraHu3anus 00s13aHA UMETh:

a) CBOJIHYIO HOMEHKIIATYDY;

0) MHIMBH1yaIbHYIO0 HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYDY.

31. 3a CKOJIBKO AHel 0 MCIOJHEHUS NPOBOAAT NpeAyNpeIuTebHbIH
KOHTPOJIb?

a) 1Ba,

0) ouH;

B) TPH.

32. Pa3geiuTe/IIMHU B CIIPABOYHON KapTOTEKe CJIYKaT:

a) Ha3BaHMsI CTPYKTYPHBIX MOAPA3/IECICHU;

0) HanpaBJIeHUs JEATEIbHOCTH MPEIIPUITHUS;

B) JHU HEJCIH, MeCsIIa.

33. Ha ucxoasimeM JOKyYMEHTe PeKBU3UT «1aTa» CTABUTCH:

a) COCTaBUTENEM JJOKYMEHTA;

0) pu perucTparmy;

B) M1OCJIE MOMMCAHUS PYKOBOIUTEIEM.

34. Eciin B feJie coaepKarcs J0KYMEHThI Pa3JIM4HOM LEHHOCTH, TO CPOK
XpPaHeHHs YCTAHABJIMBACTCH:

a) OOJbIINI;

0) MEHBIIINIA;

B) CpEIHUM.

3aganus 1A CAMOCTOATEIHLHOM PadoThI

3aganme 1. OQopMuTh BCE OTMETKH, KOTOPBIE CTaBAT Ha JIOKYMEHTE B
cootBerctBu ¢ ['OCT P 7.0.97-2025. VYkaxute MeCTOpACIOIOKEHUS OTUX
PEKBU3UTOB Ha OnaHke ¢opmata A4.

3apanme 2. 300pa3ure cxeMaTHIECKU KIACCU(PHUKAITUIO TOKYMEHTOB.

3ananue 3. Bemumure Ha suct popmara A4 Bce mpaBuia o(QopMIICHHS
TEKCTa JIOKYMEHTa: HMHTepBasibl, WIpUpThl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2025.



3aganme 4. CoctaBuTh U O(GOPMHUTH JAOKIAJHYIO 3alUCKy O HapyILICHUH
TPYZOBON JUCHUUIUIMHBI paOOTHUKOM. Bce peKBU3UTHI U 3IEMEHTHI TEKCTa 100aBUTh
camoctoaTenbHo. HanucaTe OOBSCHUTENBHYIO 3alMCKy OT HMEHU pabOTHHKA,
HapyLIUTENS TPYAOBOM AUCIUIUIMHBI.

3aganue 5. Hanncate 0TBETHOE MUCHMO-0J1ar04apHOCTD HAa II03/1paBJICHHUE.

2.2. OueHoOYHbIEe CpeICTBA ISl MPOMEKYTOUHOM aTTecTauuu (3a4er)

Bonpoce! aJist npoBeieHus1 3a4era:

1. IToHsITHE «JTOKYMEHT» U €T0 (PYHKIUH.

2. Knaccudukanus JOKyMEHTOB.

3. CyIIHOCTh M OCHOBHOE Ha3HA4YC€HHE JOKYMEHTAI[MOHHOTO ObOecreueHus
JeSATEeNbHOCTH Iearora.

4. Cuctembl IOKyMEHTAIUU.

5. 3akoHo/aTeNbHas U HOPMAaTUBHO-METOMYECKas 0a3a IOKYMEHTAIlMOHHOTO
oOecreueHust ynpaBJIeHHSL.

6. ®opMyIisp TOKyMEHTA.

7. CocTaB peKBU3UTOB JJOKYMEHTOB.

8. TpeboBanus Kk 0OPMIICHUIO PEKBU3UTOB JJOKYMEHTOB.

9. TpeboBanus K 6J1aHKaM JTOKYMEHTOB.

10. Cucrema qOKyMEHTAIIMU B 00pa30BaTEILHON OpTaHU3aIUH.

11. Opranuzanuionnbie 10KyMeHTbl cucteMbl OPJl. OOmias xapakTepucTuka u
Ha3HA4Y€HUE JOKYMEHTOB.

12. Pacnopsanurensubie JokyMeHTHI cucteMbl OPJI. O61ias xapakTepucTuka u
Ha3Ha4Y€HUE JOKYMEHTOB.

13. UndopmanioHHO-ClIpaBOYHbIE  MTOKyMeHThI cucteMbl OPJ[.  OoOmas
XapaKTEepUCTUKA U Ha3HaYEHUE TOKYMEHTOB.

14. JlenoBoe MMChbMO KaK OCHOBHOM BHU/I MEPEMUCKHU.

15. bnauku s nucem. @opmylisp J€I0BOTO MUCHhMA.

16. OcobenHocTH 0(UIMATBHO-IEIIOBOIO CTHIISI COCTaBJICHHUS TEKCTA JIEJIOBOTO
UChMa.

17. Buasl  ciay>keOHBIX ~ MHCEM,  COCTaBJSIONIME  OCHOBY  JIEJIOBOM
KOPPECTIOHIEHIIUU.

18. DnexTpoHHas nepenucka. JIeKTPOHHBIN JOKYMEHT.

19. Opranu3zanust JOKyMEHTO000pOTa 00pa3oBaTEILHON OpraHU3aItu.

20. ®opMbl  opraHM3anu  pabOTHl C JOKyMeHTaMu. JIOKyMeHTOOOOpOT.
JIOKyMEHTOIIOTOKH.

21. Tlopsimok 06pabOTKK BXOIAUINX JOKYMEHTOB. Perucrparust JOKyMeHTOB.

22. Tlopsimok 00pabOTKK UCXOAIIUX TOKYMEHTOB.

23. Ilopsinok paboThl C BHYyTPEHHUMHU JJOKYMEHTaMHU.

24. Homenkiatypa aen.

25. ®opmupoBanue,  odopmiieHHe, ~ XpaHEHHE  JAel B TEKYyIIeM
JEJIONPOU3BOICTBE.

26. Yaudukaius J0KyMEHTOB.

27. CrannapTu3anus JOKyMEHTOB.



28.
29.
30.

Hymepaiuss MHOroCTpaHHYHOTO JOKYMEHTA.
[ pudTel, KEriy U 1Mo, IPUMEHsIEMbIE TPHU 0(OPMIICHUH IOKYMEHTOB.
Pestome, aBToOMOrpadusi, XapakTepucTUKa: MOHITHE, HA3HAYEHUE, COCTaB

PEKBU3UTOB.

31.
32.
33.
34,
35.
36.
37.
38.
39.
40.

3asBiIcHUE: TOHATHE, HA3HAYCHHE, COCTAB PEKBU3UTOB.

CnyxeOHas 3anucKa: MOHATHE, Ha3HAYEHHE, COCTaB PEKBU3UTOB.
OObsicHUTENbHAS 3allMCKa: TOHITHE, Ha3HAYEHHE, COCTaB PEKBU3UTOB.
JloknagHas 3amicKa: OHATHE, HA3HAYEeHUE, COCTAaB PEKBU3UTOB.
CrpaBka: mOHSATHE, HA3HAYCHHUE, COCTAB PEKBU3UTOB.

AKT, IPOTOKOJI: TIOHATHE, HA3HAYCHUE, COCTAB PEKBU3UTOB.

[Tpuka3s, pacriopspkeHue: MOHITHE, HA3HAYCHHUE, COCTaB PEKBU3UTOB.
[Tpuka3s 1mo TMYHOMY COCTaBY: MOHATHE, HA3HAUEHUE, COCTAB PEKBH3UTOB.
YcraB, MojoXKeHue: MOHATHE, Ha3HAYEHUE, COCTaB PEKBU3UTOB.
JlomKHOCTHAS HHCTPYKIIMS: TIOHSTHE, Ha3HAYEHHUE, COCTaB PEKBU3UTOB.

41. UHcTpykuusa 1O JACJNONPOU3BOJACTBY: TMOHSTHE, Ha3HA4Y€HHE, COCTaB
PEKBU3UTOB.
42. IlpaBuna: moHsATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

43.
44,
45.
46.

KonnekTuBHbBIN JOTOBOP: MOHSATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.
Oco0eHHOCTH COCTaBJICHUS TEKCTa TPOTOKOIA.

Oco0eHHOCTH COCTaBJICHUS TEKCTa IIPUKa3a.

PexBusuthl Tep0, smOnemMa, TOBapHBIN 3HAK (3HAK OOCTY)KWBAaHHS), KO

(bOpMBbI TOKYMEHTA.

47.

PexBu3nuT HanMEHOBaHHE opraHu3anyvv, HAWNMCHOBAHUC CTPYKTYPHOI'O

moApasaACJICHUA, HAMMCHOBAHUC NOJDKHOCTH JIMIIA.

48.
49.
50.
o1,
52,

PexBU3UT cripaBOYHBIE JaHHBIE 00 OPraHU3aALUU.

PexBu3nT HauMeHOBaHWE BHUJA JOKYMEHTA.

PexBu3uT nara JOKyMeHTa.

PexBU3HT perucTpaumoOHHbBI HOMEDP TOKYMEHTA.

PexBU3HUT CChUIKa HA PErMCTPALIMOHHBIM HOMEpP M AAaTy IOCTYIHUBIIETO

JTOKYMEHTA.

53.
54,
55.
56.
57,
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.

PexBu3ut mecto cocraBieHus (M31aHNs) JOKYMEHTA.
PexBuzut rpud orpaHudeHus J0CTyna K JOKYMEHTY.
PexBusur agpecar.

PexBuzut rpud) yrBepKaeHUS TOKYMEHTA.

PexBU3UT 3arojIoBOK K TEKCTY.

PexBU3UT TEKCT JOKYMEHTA.

PexBU3UT OTMETKA O MPUIIOKECHUHU.

PexBuszut rpud coriacoBaHus JOKyMEHTA.

PexBusur Bu3a.

PexBu3uT noanucs.

PexBu3UT 0TMETKA 00 3JEKTPOHHOM MOIKCH.
PexBu3uT mmeyars.

PexBu3uT 0TMETKA 00 MCIIOJTHUTEIIE.

PexBU3UT OTMETKA O 3aBEPEHUU KOIIHH.

PexBU3UT OTMETKA O MOCTYIICHUH IOKYMEHTA.



68. PexBu3HUT pe3omonusl.
69. PexkBU3UT OTMETKaA O KOHTPOJIE.
70. PekBU3UT OTMETKA O HANPABJICHUH JOKYMEHTA B JEIIO.



