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1. HACIIOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NpUMEHEHUA

®onn  oneHouyHsix cpenacts (GOC) — HeorbemiieMas dacTb pabouei
MPOrpamMMbl JUCHUIUIMHBL «J{OKyMEHTOOOOpOT 00pa3oBaTEIbHON OpraHu3aluuy u
MpeaHa3Ha4YeH ISl KOHTPOJS U OLEHKH 00pa30BaTENbHBIX JTOCTHUKEHUHN CTYIECHTOB,
OCBOMBIIIMX MTPOTrPaAMMYy JUCHHUIIITUHBI.

1.2. Hean u 3aga4u GoHAA OLIEHOYHBIX CPEACTB

Henp ®OC — yCTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKHA OOYYarOIIErocs
tpeboBanusiM PI'OC BO OakanaBpuar mo HampasieHUio noarotoBku 44.03.01
[lenarornueckoe  oOpa3zoBaHue»  (C ~ M3MEHEHUSIMU U JOMOJHEHUSIMU),
[IpodeccrnoHanbHBIM CTaHIAPTOM, YTBEPKACHHBIM NMpPUKa30oM MUHHCTEPCTBA Tpyla
u coumanbHOM 3ammThl Poccuiickoit ®enepanuu ot 18.10.2013 Ne 544n «O06
yTBEpXKACHUU TpodeccuoHanbHoro cranaapra “Tlemaror  (memaroruueckas
NESTENIBHOCTh B c(pepe IOIIKOIBHOIO, HAYaJIbHOTO OOILIEro, OCHOBHOTO OOIIETo,
cpenHero oOmiero oo6pas3oBaHus) (BOCHHUTATENb, YYUTENb) » (C HU3MEHEHUSIMU U
JOTIOJTHEHUSIMH ).

1.3. Ilepeyenbr KommeTeHUM, (GopMHpPYeMBIX B MpoLecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHOI POrpaMMbI

[Ipouiecc ocBoeHUs: AUCHUILUIMHBI HAaNpaBJIeH Ha (POPMUPOBAHHE CIEAYIOIIMX
KOMITETEHLIUH ¥ MHJIMKATOPOB MX JOCTHXKEHUS:

Koa mo ®I'OC BO \ NHaukaTop 10CTHKEHHUS

YHUBepcaabHbIe

YK-4. YK-4.1.

Crioco6eH oCyLIeCTBIATh JIEIOBYIO OcymiecTBiseT J€N0BYI0O KOMMYHMKALIMIO B

KOMMYHHKAIIHIO B YCTHOM U TTHCEMEHHOMN YCTHOH ¥ mnuchMeHHOM  ¢dopmax  Ha

dbopMax Ha rOCYAapCTBEHHOM SI3bIKE rOCyJIapCTBEHHOM SI3BIKE Poccuiickoin

Poccuiickoii @eneparuu u uHocTpanHoM(bix) | Peaepaimn

A3bIKe(ax)

1.4. Dranbl dopMupoBaHHMsI KOMIETEHUMH M CpeACTBA OIEHUBAHUA
YPOBHS UX c)OPMHPOBAHHOCTH

N KoHTpOoJ/IbHO-0LIeHOYHBbIE

Jransbl popmupoBaHus komnereHund | Komnerenuumn

cpeacTBa / cnnocod oleHUBAHUSA
Tema 1. Teoperuko-npaBoeie u | YK-4 BelcTymuieHrMe Ha MPAKTUYECKHUX
HOPMAaTHBHBIE OCHOBBI 3aHATHUAX, YCTHBIN OIPOC
JIOKYMEHTAIlUOHHOT O o0ecrieueHus
yIIPaBICHUS
Tema 2. Crangaptuzaunus npounecca | YK-4 BelcTymuieHMe Ha IPAKTUYECKUX
JIOKYMEHTUPOBaHUS 3aHATHUSAX, YCTHBIN OIPOC
Tema 3. Cucrema opranuzanuonso- | YK-4 BelcTymuieHrMe Ha MPAKTUYECKHUX
pacnopsiANTEIbHON JOKYMEHTAUU 3aHATHAX, YCTHBIA OIPOC
Tema 4. JlenoBoe nucbmMo kak ocHoBHOU | YK-4 BeIcTymuieHMe Ha IPAKTUYECKHUX
BU/J| IEPEITUCKU 3aHATHSAX, YCTHBIA ONPOC




Tema 5. Opranuzanus | YK-4 BelcTymuieHMe Ha NIPAKTUYECKHUX
JOKyMEHTOO0OopoTa  00pa3oBaTeNbHOI 3aHSATUSIX, YCTHBINA OMPOC
OpraHu3aluu

Texkymas arrecrauus YVK-4 KonTponbhas pabora
IIpomeskyTouHas aTTecTaAUMS YVK-4 3auer

1.5. Onucanue nokasarese (GOPMHUPOBAHUS KOMIIETCHIMI

Kox komnerennumn Pe3ysabTarsl cGOPpMHUPOBAHHOCTH

YK-4 3HaeT: JUTEpaTypHY0 (OpPMY TOCYHApPCTBEHHOTO S3bIKa, OCHOBBI
YCTHOM M IUMCBbMEHHOM KOMMYHUKAllMM HAa WHOCTPAHHOM S3BIKE,
(yHKIMOHAJBHBIE CTUJIM POJHOTO sI3bIKa, TPEOOBAaHUS K JIEIOBOM
KOMMYHHUKAIUH.

YMeeT: BbIpakaThb CBOM MBICIM HAa POJHOM M MHOCTPAHHOM S3BIKE B
CUTYallUU JEJI0BON KOMMYHUKALIUU

Brnaneer: HaBplIKaMHM COCTaBJI€HUS TEKCTOB Ha TOCYJAapCTBEHHOM H
POJHOM $I3bIKaX, ONBIT MEPEBOJIa TEKCTOB C MHOCTPAHHOI'O f3bIKa Ha
POJIHOM, ONBIT OOIIEHHSI HA TOCYJAPCTBEHHOM M MHOCTPAHHOM SI3bIKaX.

1.6. Kpurepuu oOueHUBAHMSI KOMIIETEHUMHA HAa Pa3HbIX IJTanax Hux
(opMupoBanusn

KonauyecrBo
Buj yueoHoii padoThl 0a/i10B
(01010 300

Beinonnenue u 3amura npakTHYECKuX padoT 40 45
KonrponsHas pabora 15 10
Kontpomns camocrosaTenbHOi paboTh 20 20
YcTHBI 3aueT 25 25
Bcero 100

HaxkonureanHas cucrtemMa ounenuBanug mo 100-o0ajabHoM mkaJje

YerpipexoaiabHas Cucrema
100-6annbHast | BykBeHHas miKkaJjia, cooTBeTcTBYIOMas 100-
CHCTEMA OlIEHHBAHUS . OlIEeHUBAHUS
HIKaJjia Ga/IbHOI mKae
JK3aMeHa 3ayera
OTnuaHO 90-100 A — OTJIMYHO — TEOPETUIECKOE COICPIKAHNE
Kypca OCBOCHO TIOJTHOCTHIO, Oe3 po0eoB;
HE00XOINMBIE TPAKTHUECKUE HABBIKH PaOOTHI
C OCBOCHHBIM MaTepHaIoOM c(hOpMUPOBAHEI;
BCE IPEAYCMOTPEHHBIEC MPOrPaMMOi
o0y4yeHHs yueOHBIC 3aJaHUS BHITIOJTHCHBI,
Ka4yeCTBO MX BBITIOJTHEHUS OI[CHEHO YHCIIOM
0aJuIoB, OJIM3KMM K MAaKCUMAJIbHOMY
Xoporo 83-89 B — o4eHb XOpOIIO — TEOPETUUECKOE
3aureHo

coziepkaHue Kypca OCBOSHO MOJHOCTBIO, 0e3
po6esoB; HEOOXOTUMBIE TPAKTHYECKHE
HaBbIKH pa6OTBI C OCBOCHHBIM MaT€pHajioM B
OCHOBHOM c(OPMHPOBAHBI; BCE
IPEeyCMOTPEHHBIE IPOrPaMMOii 00yUeHUS
y4eOHbIe 3a1aHHS BBIIIOJIHEHBI, KAYeCTBO
BBINOJTHEHHS OOJIBIIMHCTBA U3 HUX OLICHEHO
YHCIIOM 0aJJIOB, OJIM3KUM K MaKCHMaJIbHOMY

Xopouio 75-82 C — X0OpolI0 — TEOPETUYECKOE COAECPIKAHNE




Kypca OCBOCHO ITOJHOCThIO; HEKOTOPBIC
MPAKTUICCKHUE HABBIKU Pa0OTHI C OCBOCHHBIM
MaTepuaioM c(hOPMHUPOBAHBI HEOCTATOYHO;
BCE MPEAYCMOTPEHHBIC MPOrPaMMOi
00y4yeHHsT yucOHBIC 3a1aHUS BHITIOJTHCHBI,
Ka4yeCTBO BBLIITOIHEHNS HU OJHOIO U3 HUX HE
OLIEHEHO MUHUMAJIbHBIM YHCIIOM 0aJlIOB,
HEKOTOPbIC BUJIbI 33/IaHHUI BBITIOJIHEHBI C
OIIMOKaMu

Y 10BIETBOPUTEIBHO 63-74 D — ynoBneTBOpUTEIBHO — TEOPETHIECKOE
cofiepKaHUE Kypca OCBOEHO YaCTUYHO, HO
Ipo0eITBl He HOCST CYIECTBEHHOTO
XapakTepa; He0OXOMMBbIE IPAKTUIECKHUE
HaBBIKH PabOTHI C OCBOCHHBIM MaTepUaioM B
OCHOBHOM c(hOpMHUPOBaHBI; OOJIBIINHCTBO
NPeTyCMOTPEHHBIX MTPOTrpaMMoii 00ydeHust
y‘-Ie6HI>IX 3a)1aH1/1171 BBITNIOJTHEHO, HEKOTOPHIC U3
BBIITOJIHECHHBIX 3aﬂaHHI7[ COACpKaT OIINOKU

VY 10BII€TBOPUTETHHO 50-62 E — mocpeACTBEHHO — TEOpETHIECKOe
COZIepKaHue Kypca OCBOCHO YaCTHYHO;
HEKOTOpbIC NIPAKTHYECKIE HAaBBIKH PAOOTHI HE
copMHpPOBaHbI, MHOTHE IPETYCMOTPEHHBIC
yaeOHOI1 TporpaMMoii 00ydeHus yaeOHbIe
3a1aHMs He BBIIIOJHEHBI JIMOO Ka4eCTBO
BBITIOJIHEHHBIX HEKOTOPBIX M3 HUX OLICHEHO
YHCJIOM 0aJJIOB, OJIM3KUM K MUHUMAJIBHOMY

HeynosnerBopurensHo 21-49 FX — Hey10BIETBOPUTENHLHO — TEOPETUIECKOE
COJIepXKaHUE Kypca OCBOCHO YaCTUYHO;
HE0OXOIMMbIEC IPAKTHYECKUE HABBIKK PaOOTHI
C OCBOGHHBIM MaTepHajioM He
chopMHUpOBaHbI; OONBITUHCTBO
IPEeAYCMOTPEHHBIX YUeOHOH porpamMmoit
o0yueHHs y4eOHBIX 3aIJaHUI HE BBHITIOJTHEHO
700 Ka4eCcTBO WX BHITIOTHEHUS OIICHEHO
YHCIIOM 0aioB, OJM3KAM K MHHUMAIEHOMY;
TIPH AOTIOJTHUTENEHO CaMOCTOSTEEHON
paboTe Hax MaTepuaIoM Kypca BO3MOXKHO

He 3auteno
MTOBBIIIICHUE KAYeCTBA BHIITOTHCHUS YUSOHBIX
3aJaHui
HeynosnerBoputensHo 0-20 F — Hey1OBIETBOPUTENHLHO — TEOPETHUECKOE

cofiep;KaHuE Kypca HE OCBOEHO;
HEOOXOUMBIE MPAKTHYECKHE HABBIKA PaOOTHI
He c(hOPMHUPOBAHBI; BCE BHIITOJHEHHBIE
y4aeOHbIe 3aJJaHNs COep)KaT IpyObIe OMMOKY;
JIOTIOJTHUTENbHAsI CAMOCTOsITENIbHAS paboTa
HaJ MaTepHaJioM Kypca He TIpUBENET K
KaKOMY-JTH00 3HAYMMOMY HOBBILIEHHIO
Ka4yecTBa BBIIOJIHEHHS YUSOHBIX 3aJaHUH

2. KOHTPOJIBHO-OHEHOYHBIE CPEJICTBA
2.1. OueHoYHbIE CPEACTBA TEKYIEr0 KOHTPOJIA (THUIIOBbIE)

Bomnpocs! AJ1s1 yCcTHOIO onpoca:

1. JlaiiTe onpeneneHue NOHITUS «TOKYMEHTY.

2. Packpoiite mousitue «J10Y». HazoBure mpodeccrnoHanbHbie TEPMHUHBI U
OTpe/eNieHus B 00JIacTH AETONMPOU3BOICTBA.

3. HazoBute u packpoiTe PyHKIIMH JOKYMEHTOB.



4. Kakue OCHOBHBIE 3aKOHBI B O0JIACTH OpraHU3aI[UH JEIONPOU3BOICTBA BB
3naere? HazoBuTe cojaepkaHue TMakeTa O00s3aTEeNbHBIX 3aKOHOAATENbHBIX U
HOPMATHUBHBIX JOKYMEHTOB B oOsactu JIOY.

5. HazoBute mpaBwiia yTBEpKIECHHUS  JIOKYMEHTOB. TpeOoBaHuS W
odopMIICHHE.

6. Kakue pekBU3UTHI SBIAIOTCS «IOPUAMYECKH 3HAYMMBIMU»? [IpaBuna ux
odopmieHus. UTo BKITIOYAET B c€0s OHITHE «IIPAaBOBas OXpaHa JOKYMEHTOB»?

7. llpuBegute npuMepbl TOKYMEHTOB, KOTOPBIE MOJJIEKAT YTBEPKICHHUIO U HA
KOTOPBIX CTaBUTCA nevath. Kak opopmiisaiores nepednu Takux JOKyMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBUU C KOTOPHIM O(QOPMIISIIOT PEKBU3HUTHI
nokyMeHToB cuctembl OPJI. JlaTa BBeeHre U 4To OH ycTaHaBiuBaeT. HazoBute Bce
PEKBU3UTHI.

9. HazoBure pekBH3UTHI 00mIero OnaHka W OilaHkKa 1y muchMma. [IpaBumma
opopmiienusi. Kakue Buapl OmaHkoB Bbl 3Haere? B uem ocoOeHHOcTh OraHka
JOJKHOCTHOTO JInna?

10. CornacoBanue u BusupoBanue. Ha3oBure BUIbl U CPOKU COTIIACOBAHUS, U
BU3UPOBAHKUE TOKYMEHTOB.

11. Pacckaxxute O medyaTsx M IITaMIax NpeanpusTHil W opranuzanui. Ha
KaKuX JIOKyMeHTax cTaBsTcsi mnedarb? Kakue TpeOoBaHUS MPEABSIBISIOT K
UCIIOJIb30BaHUIO repOOBOM TieuaTu?

12. PackpoiiTe conepikaHue TOHSATUS «ympaBieHue». Ha3oBUTe CHCTEMBI
JIOKYMEHTOB ymnpasiieHus. Packpoite nonsitue «OPJl». Kakue rpynmbel u Buabl
JIOKYMEHTOB BxoAsT B OP/[?

13. Pacckaxkxutre 00 OCOOEHHOCTAX JIIEKTPOHHOTO JOKYMEHTA, DJIEKTPOHHOM
NEPENUCKU U TpeOOBAHUAX, IPEIBABIAEMbIX K HEH.

14. B 4yem ocoOenHoctu OnaHka jyuisi mucbma? HazoBute pekBU3UTHI OJiaHKa
JUISL IACbMa U PEKBU3UTHI CITYKEOHOTO MHChMA.

15. Yo pernaMeHTHpYyeT TUTIOBAsE MHCTPYKIIHS 10 AETOMPOU3BOCTBY? Jlaiite
XapaKTepUCTUKY OPTraHU3alMOHHBIM JOKYMEHTaM U Ha30BUTE UX BUBI.

16. HazoBute Buabl WHGOPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JailTe
XapaKTepUCTUKY KaxkJIoMy BUay. [IpuBennTe u3BeCTHbIE BaM BHIbl PETHUCTPALIUU.

17. JlaiiTe = XapakTEPUCTUKY YUYPEAUTENbHBIM JIOKYMEHTaM U  yCTaBy
npeanpusitua. Kakue BUbl ycTaBOB Bbl 3HaeTE?

18. Jlaiite = xapaktepuctuky JaokyMmeHty «llonoxkeHue» u  Ha30BUTE
CTPYKTYPHBIE€ YACTH TEKCTa JOKYMEHTA U €r0 COAEPKaHMUS.

19. Jlaiite xapakTepucTuky nokyMeHty «MHcTpykuus». [IpuBenure npumMepsl.
JloJDKHOCTHAsI MHCTPYKIUS, CTpyKTypa TekcTa. OdopmieHue. O3HaKOMIICHHE.

20. [lITatnoe  pacnucanue (OcCOOEHHOCTH  COCTaBJieHUs, O(OPMIICHUS.
TpeGoBaHUE K UCTIOIB30BAHUIO YHUPHUITUPOBAHHBIX (POPM.

21. TlpaBuia BHyTpEHHETO TPYIOBOTO pacnopsaka u [lonoxenue o mepconae.

22. JaiiTe XapaKTepUCTUKY PACTIOPSAUTEIbHBIM JOKYMEHTAM.

23. HazoBuTe BUIbI paCHOPSAUTENBHBIX JOKYMEHTOB U OCOOCHHOCTH KaXJI0TO.
Ha3zoBuTe CTpyKTypHBIE 4YacTH TEKCTa  PACHOPAOUTENBHBIX  JOKYMEHTOB,
oopmiieHne npeaMOyIIbl U PacTIOPSIAUTEIbHON YacTH.



24. B 4yem ocoOeHHOCTH ciykeOHbIX mucem? HazoBuTe BHUABI CITyKEOHBIX
nucem. Kakue TpeOoBaHUs MPENBSABIAIOTCSA K TEKCTY CITYKEOHBIX UceM?

25. HazoBute mpaBuia oOQOpMIIEHHS  PEKBHU3UTA  «aapecar». Buabl
aJlpeCoOBaHMSI.

26. UTO BXOIUT B MOHATUE IIPOBEIECHUE IKCIEPTU3BI IIEHHOCTH TOKYMEHTa»?

27. PackpoiiTe TOHATUS <IOKYMEHTOOOOPOT», <«JIOKYMEHTOIIOTOKW». JlaiiTe
XapaKTePUCTUKY KaXIOMY BHIY JIOKYMEHTONOTOKA, YKAXHTE HX OCOOCHHOCTH.
Kakxum 06pazom onpenensiercss JOKyMEHTOOOOPOT MPEAIPHUSITHS ?

28. Homenknatypa nen. 3Hadenue. CoctaBneHnue. Buabl HOMEHKIIATYPBI.

29. IlogrotoBka JOKYMEHTOB K cJade B BEIOMCTBEHHbIM apxuB. Crpaua
JOKYMEHTOB B apxuB opraHuzauuu. Onucu JOKYMEHTOB, HaXOMSIIUXCS B JIEJeE.
®dopma u coznepkaHue akTa 00 YHUYTOXKEHUHN JOKYMEHTOB U JIE.

30. Kakue nokymeHThl He nmoajiexar perucrpanuu? Kak u 3aueM Benercst yuer
TaKUX TOCTYIUICHUM?

31. PacckaxuTe 0 BHUIAX BXOJAININX, MCXOIANINX BHYTPEHHUX JOKYMEHTAaX.
JoxymenToB. IlpuBenutre (opmbl KypHalbHON perucTpanuu. Pacckaxure o
peructpanuu ¢ nomompro PKK m aBTOMaTn3npoBaHHoOM.

32. Yto BkiIOYAaEeT B ce0sd MOHATHE «(POPMUPOBAHUS» U «ODOPMIICHUSD JIET?
HazoBute npusHaku oopMIeHHs 00JI0XKKH J1E.

33. Cpoku XpaHEHHsI JOKYMEHTOB B 3aBUCHUMOCTU UX 3HaumMmoctu. HazoBute
HOPMATUBHBIN JJOKYMEHT, TI0 KOTOPOMY OIPEAETSIOT CPOKU XPaHEHUSI.

34. Yto BKIIOYAET B ce0s MOHATHE «IOATOTOBKA JTOKYMEHTOB K apXHUBHOMY
xpaHeHno»? OyHKINH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTsbl 1J151 MpOBeIeHUsA KOHTPOJIbHOM padoThI:

1. IlpaBWibHAsA MOCJ€I0BATEILHOCTh HANMNCAHUS JJIEMEHTOB IMOYTOBOIO
ajjpeca Ha NMOYTOBBIX OTNPABJIECHUAX:

a) MOYTOBBIN UHICKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEP KBApTHUPHI;

I') HA3BaHHUE HACEJIEHHOTO MyHKTA;

1) Ha3BaHUE 00J1aCTH, Kpasi, peCIyOJINKY;

€) CTpaHa;

’K) HOMED JIOMa;

3) Ha3BAHHE YJIMIIBI.

2. YHnpuuupoBaHHAs CHCTEMA JOKYMEHTALMHU — ITO:

a) CHCTeMa JOKYMEHTAIIMH, CO3JaHHas 10 €IWHBIM IpaBUjiaM B TPeOOBaHUSM,
cozieprkarias HGOpPMAaIio, HEOOXOIUMYIO JIJIsl YIIPABICHUS B OMPEACIICHHON cdepe
NEeSATEeTbHOCTH;

0) yaudunmpoBanuble  (QOPMBI  TOKYMEHTOB, CHCTEMATH3UPOBAHHBIC TIO
GYHKIHSIM YIIpaBICHUS;



B) COBOKYITHOCTb JOKYMEHTOB, YCTAaHOBJIEHHBIX B COOTBETCTBUU C PELIAEMBIMU
JTOKYMEHTaMU;

I') COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHas €JMHOOOPA3HBIMH  IIPABUIIAMHU
odopMIICHHUS.

3. BO3MOKHOCTh HCHOJIL30BaHHMs (paKCHUMHJIE KAK COOCTBEHHOH MOANMUCH
perJiaMeHTHPYeTCH:

a) TpaXKJIaHCKUM KoJiekcom PD;

0) mpaBWJIaMu JENIOMPOM3BOACTBA B (PeiepalibHbIX OpraHax HCHOJHUTEIbHOM
BJIACTH;

B) [OCT P 7.0.97-2025.

4. Kakomy Buay 0J1aHKOB COOTBETCTBYET JAHHBII HA0OpP PeKBU3UTOB?

a) l'ocynapcrBennsiii  repd  Poccuiickoit  ®@enepauuu, repd cyObekTa
Poccuiickoii  ®enepanuu, -sMOnema oOpraHu3alvM, TOBapHbIA 3HAK (3HAK
oOcCIy’)KMBaHUs), AaTa, HOMEP, MECTO COCTABJICHUS WU U3/1aHNUS;

0) OJ1aHK TTUCHMa;

B) 001IMi1 OJaHK;

r) 6J1aHK KOHKPETHOTO BU/1a JOKYMEHTA.

5. Ilopsinok HANMUCAHMSA OYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [IpaBunax aenonpou3BojAcTBa B (peepalibHbIX OpraHax HCHOJHUTENIbHOM
BJIACTH;

6)B 'OCT P 7.0.97-2025;

B) B [IpaBuiax okazaHus yciayr mO4YTOBOM CBS3H.

6. PexkBU3UT «BH32» MOXKET BKJIKOYATH:

a) TOJDKHOCTh BU3HMPYIOLIErO, €ro MNOJANUCH, PaciMPpoBKY (MHULUAIBI U
dbamunus) u gary;

0) noanucek, pacmudposky (@. U. O.), nary;

B) JIOJDKHOCTB, TIOJIIUACH J1ATy;

I') IOJDKHOCTD, OJMUCH, pactmmdpoBky noanucu (d. U. O.).

7. 'epOoBasi me4yaThb NPOCTABJISAETCH HA MUCbMAX:

a) peKJIaMHBIX;

0) HaIIOMUHAHUSX;

B) IPUTJIALICHHUSIX;

') TapaHTUMHBIX;

1) ”HGOPMALIIOHHBIX.

8. TekcT [0KYMEHTOB COCTABJSKT Ha TOCYJIAPCTBEHHOM  Si3bIKe
Poccuiickoii ®enepanuv WJIH Ha TOCYJAPCTBEHHBIX $A3bIKAX CYObEKTOB
Poccuiickoii @egepaunu B COOTBETCTBUM C:

a) MpaBuja JEJIONPOU3BOJICTBA B deaepalbHbIX OpraHax MCIOJHUTEIHHOM
BJIACTH;

0) 3akoHoxarenscTBOM Poccuiickoit ®exepanuun u cyObekToB Poccuiickoil
denepanuu;

B) 'CHHOY;

') TUIIOBOM MHCTPYKIIMEHN MO I€IONPOU3BO/ICTBY.

9. lesib10 CTAHAAPTU3ALUM JOKYMEHTOB SIBJISICTCH:

a) IOPUANYECKOE 3aKPEIICHNE Pe3yIbTaTOB YHU(PHUKAIIUHN IOKYMEHTOB;



0) pazpaboTKa HOMEHKJIATYpy JEI;

B) CHCTEMaTH3aIusl JOKYMEHTOB B OpraHHU3aIliH;

T) oOecreueHrne COXpaHHOCTH JOKYMEHTOB;

1) 3aIuTa KOHOUICHITNATLHOCTH HH(POpMAIIHIH.

10. VYkaxkutre BapuaHT OTBETOB, B KOTOPOM MNPABWJIbLHO HA3BaHbI
PEKBU3HUTHI 0JIAHKA NMUCHbMA:

a) (rep6, »MOnema), KOJ OpraHu3aliyd, HAHMEHOBAHUA OpPraHHU3alNH,
CIIpPaBOYHBIC JaHHBIE OO0 oOpraHu3amuu, KOA ¢GOPMBI TOKyMEHTa, MECTO JIf
MPOCTABJICHUS JaThl JOKYMEHTa, MECTO Jisi MPOCTABJICHHUS PETUCTPAIMOHHOTO
HOMEpA IOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOSIIETO TOKYMEHTA;

0) (rep0, amOieMa), HaMMEHOBAHHWS OpTaHW3AIMH, KOJ| OpTaHW3aIldd, JaTa
TOKyMEHTa, MECTO JIJISI POCTABJICHUS PETUCTPAIMOHHOTO HOMEpa TOKYMEHTa, MECTO
W3JIaHUS TOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOJSIIETO TOKYMEHTA;

B) (rep0, oMOnema), HAMMEHOBAaHUS OpraHU3AIMKM, HAUMEHOBAHUS BHUA
JIOKyMEHTa, JaTra JOKYMEHTOB, KOJI (JOpMbI JOKYMEHTA, MECTO [JIsi MPOCTABIICHUS
PErUCTPAllMOHHOTO HOMEpa JOKYMEHTa, CIpPaBOYHBIE JaHHbIE 00 OpraHu3alui,
CCBhUIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, sMOiema), HaMMEHOBAHUS OPTraHMU3AIMHU, CIIPABOYHbBIC JaHHBIE 00
opranu3zanuu, koj opranuzanuu OI'PH, mecTo ansa npoctaBieHust J1aThl JOKyMEHTA,
MECTO JIJIsl MPOCTABJICHUSI PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChLIIKa Ha HOMEP
U ATy BXOJSIIETO TOKYMEHTa, MECTO JJIS 3ar0JIOBKA K TEKCTY.

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

B) MHCTPYKILIUS;
I) T[OCTAHOBJICHUE;
N) TOJOKECHUE.
12. K pekBM3MTaM NPUKA3a OTHOCATCS:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3alINU;
B) HaMMEHOBAHUE BUJA JOKYMEHTA,
I) 3arojlOBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS;
€) TIOAIHUCH.
13. AKTHBI c0O31a10TCH:
a) KOJUIETHAJIBHO;
0) Ha OnaHkax;
B) Ha COBCIIAHWM;
I')  BBIIECTOAIICH OpTaHU3aINEH.
14. HopmaTuBHBIH aKT, HM3JaBaeMblii JAUPEKTOPOM 00pa30BaATEeIbLHOM
OPraHM3alui WIH YYpeKIeHUus, 3TO:
a) MpuUKas;
0) TmMOJOXeHHue;
B) PpACIOPSIKEHUE;
I) PpEIICHHUE.



15. Bo BpemMsi NpoM3BOACTBEHHOI0 COBECLIAHHUSI Y IMPEKTOPAa CEeKpeTaphb
3allUCHIBAJI BBICTYILUICHUSI W NpUHATHE pemieHusi. Kakod noKymeHT ciaexyer
0(p)OpMHTH MO UTOraM 3acelaHus?

a) [Iporokou;

0) pelieHue;

B) paclopsiKeHHE;

I') IPOTOKOJI, PEIICHUE U PACIIOPSIKEHUE;

1) IO YCMOTPEHHUIO HAYaJIbCTBA.

16. PexkBu3uTaMU BHELIHEH CIIPABKH SIBJISIETCS:

a) Ievarh;

0) IOIIHKCE;

B) HAMMEHOBAHUE BUJIA JOKYMEHTA;

r) ajpecar;

1) HAMMEHOBaHUE OpraHU3allNy;

€) CCBUIKA Ha JaTy PETHCTPAalMOHHBIA HOMED.

17. dakc oTIn4aercsi OT NMCbMA MO0 0()OPMIICHHIO TEM, YTO:

a) SIBJISIETCS HE MOJJIMHHUKOM, a KOIIUEN JTOKYMEHTA;

0) COEP>KUT PsiZ JOTIOJIHUTENbHBIX PEKBU3UTOB;

B) IeyaTaeTcs Ha Tenedakce;

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

18. BbigesnTe M3 KaKuX pa3/ieioB COCTOUT TEKCT NMPHKA3a 10 OCHOBHOM
NesITeJIbHOCTH:

a) KOHCTaTHUPYIOUIUHI U pacloOpsANTENbHbIN;

0) KOHCTAaTUPYIOIIUNA U TIOCTAHOBJISIIOIIINIA;

B) KOHCTATUPYIOIIHMI U TIPeAJIararoiuii;

I') OCHOBHOM M KOHCTaTUPYIOLLUH.

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

a) 3asBJICHUE;

0) ciry)ke0HO0e TTHCHhMO;

B) JIOKJIQ/THAS 3aITUCKa;

I') TOJ>KHOCTHASI MHCTPYKIIUS.

20. PacmpexgesnrTe YyKazaHHbIe HHMKe JOKYMEHTbI Ha 3 TIpyNibI:
a) opraHu3alUoOHHbIE, 0) pacnopsAAUTe/IbHbIC, B) HHGOPMALIMOHHO-CIIPABOYHbIE.
. Pe3tome.

. JloJpKHOCTHAs! MHCTPYKLIMSL.
. Pacniopsbxkenue gupekropa.
. CBOIKa.
. [locTaHOBIEHNE KOJIJIETUH.
. MHCTpYyKIIUS 11O 1€TONPOU3BOICTBY.
. CnipaBka ¢ mecta paboThI.
. [Ipukas o mpueme Ha paboTy.
. llITaTHOE pacnucanue.
10. TpynoBoii AOTOBOP.
11. Ilpurnamienue Ha BHICTABKY.

O©CoO~NO U, WN -



12. Pernamenr.

21. Komuccusi mo paccjielOBAHMIO T0XKAapa, TMPOU30UIEANIEr0 B
00pa3oBaTeIbHOM YUpPeKAeHUN, YCTAHOBUIH PSJ (PAKTOB, KOTOPbIE MOCTYKUJIN
NpUYMHON nmoxkapa. Kakoi 1OKyMeHT J0/I2KHA COCTABUTH KOMUCCHUSA?

a) AxT;

0) cipaBKy;

B) IOKJIAJHYIO 3aIMUCKY;

') HHCTPYKIIMIO O IPOTHUBOIOXKAPHOM 0€30MacHOCTH.

22.  JIOKYMEHT,  aJpecOBaAaHHBbII  PYKOBOAMTEJIIO OpraHu3amuu,
colep:kaliuii  00CTOSATEIHLCTBEHHOE M3JI0KEHHEe KaKoro-jimdo Bompoca ¢
BbIBOJAMM U MPeEIJI0KeHUAMH COCTABJICHNUS, HA3bIBACTCH:

a) aKT;

0) npecTaBICHUE;

B) JIOKJIQJ(HAs 3aMHCKa;

) IPEAJIOKEHHUE.

23. JlaToii c1y:keOHOro MUChbMA SBJISIETCS 1aTa:

a) COCTaBJICHUS;

0) OTIIpaBJICHUS;

B) MOJIMKMCAHUS;

T) IOJIYYEHHUS.

24. CnucoK NMPUCYTCTBYIOIIMX HA 3acelaHuu odopmiisercsi OTAEJIbHO U
NPHJIATAeTCs K NPOTOKOJIY, €CJIM TAKOBbIX:

a) 6onee 15;

0) 6oee 10;

B) OoJiee 25.

25. Odopmienne 00JI0KKH Jejia IS NOCJACAYIOIIEr0 XpPaHEHUs
onpeneJsieTcs:

a) CTaHAAapTOM;

0) MHCTpYKLHEN MO JEIONPOU3BOJICTBY;

B) pacnopsbKeHUEM PYKOBOAUTEIIS.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA NMPOXOJAUT B Jramna:

a) 4eThIpeE;

0) Tpu;

B) JIBa.

27. Homenkiaartypa aeJ (padoumnii 3K3eMILIAP) MOMENIAIOT HA:

a) CTOJIC, O CTEKIIOM;

0) nBepiie mkada c JOKyMEHTaMU,

B) BHYTPEHHEN CTOPOHE ABEpIIbI MKada ¢ JOKYMEHTaMHU.

28. Bce aucTBI Aesia NpH NMOATOTOBKE HMX K Iepexaye B apxXuB
HYMEPYIOTCH:

a) YepHBbIM rpaUTHHIM KapaH/IaIlIoM;

0) YepHBIMH YEPHUIIAMU;

B) KpaCHbIM KapaHJ1alllOM.

29. Bxoasinue 10KYMEHTbI PerHCTPUPYIOTCSH:

a) MOCJI€ O3HAKOMJIEHHS] C HUMH PYKOBOAMTEIIS;




0) B mepBOI MTOJIOBUHE JTHS TTOJTYICHUS;

B) JI0O O3HAKOMJICHHUS C HUMHU PYKOBOIUTEJIS.

30. Kaxxnasi oOpa3oBaTe/ibHAsi OpraHnu3anus 00si3aHa UMeTh:

a) CBOJHYIO HOMEHKJIATYpY;

0) MHAUBUIYaIbHYIO HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYPY.

31. 3a CKOJbKO [JHell A0 HMCHOJHEHHUSI NPOBOAAT NpeaynpeauTeTbHbII
KOHTPOJIb?

a) 1Ba;

0) o1uH;

B) TPHU.

32. PazgequresisiMi B CIIPABOYHON KapTOTEKe CJIYKAT:

a) Ha3BaHUA CTPYKTYPHBIX MMOJIpa3/IeICHU;

0) HampaBJIEeHUS ICSITCIHBHOCTH TIPEATPUITHUS;

B) IHM HEJICIIH, MECHIIA.

33. Ha ucxoasinieM JOKYMEHTe PEKBU3HUT «I1aTa» CTABUTCS:

a) COCTaBUTEJIEM JIOKYMEHTA;

0) Ipu perucTpaluy;

B) MOCJIC MOIMCAHKUS PYKOBOTUTEIICM.

34. Ecau B geJsie coaepsKarcsi JOKYMEHTbI Pa3JIMYHONA LEHHOCTH, TO CPOK
XpaHeHHUs] YCTAHABJIUBAETCS:

a) OONbIINI;

0) MEHBIIINIA;

B) CPEIHUM.

3ajanus I CaMOCTOSATEIbHOM Pad0ThI

3aganme 1. OdopmMuTh BCE OTMETKH, KOTOPHIE CTaBSIT Ha JIOKYMEHTE B
cootBerctBu ¢ ['OCT P 7.0.97-2025. VYkaxutre MeCTOPACIONIOKEHUS ITHX
PEKBHU3UTOB Ha OslaHke popmara A4.

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

3aganme 3. Borimumure Ha nuct dopmara A4 Bce mpaBuia 0hOpMIICHUS
TEeKCTa JOKYMEHTa: WHTepBasbl, mpudThl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2025.

3ananme 4. CoctaBuTh U O(GOPMHUTH AOKIAIHYIO 3alUCKy O HapyUICHUU
TPYJOBOM UCUUIIMHBI paOOTHUKOM. Bce peKBU3UTHI U 3€MEHTHI TEKCTA JOOABUTH
camocToaTenbHo. HamucaTh OOBSCHUTENBHYIO 3alUCKy OT HMMEHU pPaOOTHUKA,
HApYLIUTENS TPYAOBOM AUCIUIUIMHBI.

3apanme 5. Hanucatb 0TBETHOE MMCHhMO-01ar0JapHOCTh HA MO3PABJICHHE.

2.2. OuleHOYHbIE CPEICTBA /I MPOMEKYTOYHOM aTTecTanuu (3a4er)
Bonpocsl AJ15 IpoBeeHUs 3a4eTa:

1. IlonsTHE «TIOKYMEHT» U €T0 (PYHKIIUU.
2. Knaccudukanus JOKyMEHTOB.



3. CymHOCTh M OCHOBHOE Ha3HAY€HHE JOKYMEHTAlMOHHOTO oOOecredeHus
JESITEIIbHOCTH TEjarora.

4. CucteMbl TOKyMEHTALIHH.

5. 3akoHOJaTeNbHasl U HOPMAaTUBHO-METOAMYECKas: 0a3a JOKYMEHTAllMOHHOIO
o0ecrieueHus ynpaBIeHUs.

6. @opMmyssip TOKyMEHTA.

7. CocTaB peKBU3UTOB IOKYMEHTOB.

8. TpeGoBanus K 0POPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeOoBanus k 61aHKaM JOKYMEHTOB.

10. Cucrema qoxkymMeHTAIMU B 00pa30BaTeILHON OpraHU3aIliy.

11. Opranuzanuonssie JOKyMeHTHI cucteMbl OPJI. O61mias xapakTepucTika u
Ha3HAYEHUE JOKYMEHTOB.

12. PacniopsinurenbHbie qokyMeHThI cuctembl OP/]. O061miast xapakTtepucTuka u
Ha3HA4YeHHUE JJOKYMEHTOB.

13. UndopmariioHHO-clipaBouHble  TOKyMeHThl cucteMbl OPJ[.  OOmias
XapaKTepUCTUKa U Ha3HaYCHUE JOKYMEHTOB.

14. JlenoBoe nUCbMO KaKk OCHOBHOM BUJI IIEPETIUCKH.

15. bianku qu1st nuceM. @opmysisip J€I0BOr0 MUChMA.

16. OcobenHocTH 0(UIIMATBHO-AEIOBOTO CTUJISI COCTABICHMSI TEKCTA JIEJIOBOTO
nuchMa.

17. Bugpl  cayxeOHBIX  MHCEM,  COCTAaBJSIOIIME  OCHOBY  J€JIOBOU
KOPPECTIOHEHIUH.

18. DnekTpoHHas Nepenucka. DIEKTPOHHBIN TOKYMEHT.

19. Opranuzanus 10KyMeHTo000poTa 00pa3oBaTeIbHON OpraHU3aIlnH.

20. ®opmbl opraHmM3an  paboOThl ¢ JOKyMeHTamMu. JlOKyMeHTOOOOpOT.
JIOKyMEHTOIMOTOKH.

21. Tlopsimok 06pabOTKK BXOAIINX TOKYMEHTOB. Peructpanus T0KyMEHTOB.

22. Tlopsiok 06pabOTKH UCXOASIINX JOKYMEHTOB.

23. Iopsiiok paboThl ¢ BHYTPEHHUMHU JJOKYMEHTaMHU.

24. HomeHkmnaTypa Jel.

25. ®opmupoBanue,  odopmiieHHE,  XpaHEHHe el B TEKYIIeM
JEJIONPOU3BOICTBE.

26. Yaudukarms 10KyMEHTOB.

2. CranpapTu3anus JOKyMEHTOB.

28. Hymepaiysi MHOTOCTPaHUYHOTO JIOKYMEHTA.

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

30. Pe3tome, aBTOoOMOrpadus, XxapakTepucTHKa: MOHATHE, HA3HAYEHHUE, COCTAaB
PEKBHU3UTOB.

31. 3asBieHue: MOHATHE, HA3HAYCHHE, COCTAB PEKBU3UTOB.

32. Ciy>xeOHast 3aIUCKa: MOHATHE, HA3HAUYCHNE, COCTaB PEKBU3HTOB.

33. O0bscHUTEIbHAS 3aIMCKa: IOHATHE, HA3HAUYCHHE, COCTaB PEKBU3UTOB.

34. JloxnaaHas 3anucKa: MOHsATHE, Ha3HAUYEHUE, COCTaB PEKBU3UTOB.

35. CrpaBka: moHATHE, HA3HAYEHHE, COCTAaB PEKBU3UTOB.

36. AKT, MPOTOKOJ: TIOHSTHE, HA3HAYCHHNE, COCTAB PEKBU3UTOB.

37. Ilpuka3s, pacnopsbkeHHe: MOHATHE, Ha3HaYCHHE, COCTaB PEKBU3UTOB.



38. Ilpuka3 mo ATMYHOMY COCTaBY: MOHATHE, HA3HAUEHHUE, COCTAB PEKBU3UTOB.

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

40. omKHOCTHAs! MHCTPYKIIMS: TIOHSTHE, Ha3HAYEHHUE, COCTAaB PEKBU3UTOB.

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

42. [IpaBuna: noHsTHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

43. KonnekTuBHBIN AOTOBOpP: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

44, OcoOeHHOCTH COCTABJICHUS TEKCTA IMTPOTOKOJIA.

45. OcoOEHHOCTH COCTaBIEHUS TEKCTA MPUKA3a.

46. PexBu3uThl 1epd, sMOIeMa, TOBapHbI 3HAK (3HAK OOCIYKUBaHHS), KOJ
bOopMBI JOKYMEHTA.

47. PeKBU3UT HAaWMMCHOBAHHWE OpraHW3aINM, HAWMEHOBAHHUE CTPYKTYPHOTO
noJipa3zesieHus], HANMEHOBAaHUE JIOJDKHOCTH JIMIIA.

48. PekBU3UT CIpaBOYHbBIC JIAaHHBIC 00 OpraHU3aI1H.

49. PexBU3UT HAMMEHOBAHUE BU/IA JOKYMEHTA.

50. PexBu3uT nara 10KyMeHTA.

51. PekBU3UT perucTpaluOHHbIN HOMEp JOKYMEHTA.

52. PeKBU3HUT CChUIKA Ha PETUCTPAIMOHHBIA HOMEpP U JIaTy MOCTYIUBIIETO
JIOKyMEHTA.

53. PeKBU3UT MECTO COCTABJICHUS (M3AaHUs) IOKYMEHTA.

54. PekBU3UT rpuQ OrpaHUUYECHHS 10CTyNa K JOKYMEHTY.

55. PekBusur aapecar.

56. PexBH3UT rpud yTBEpKICHUS TOKyMEHTA.

57. PEeKBU3UT 3arojOBOK K TEKCTY.

58. PekBU3HUT TEKCT TOKYMEHTA.

59. PekBU3HUT OTMETKA O TIPHIIOKCHHH.

60. PexkBusut rpud coriacoBaHus TOKYMEHTA.

61. PexBusut Bu3a.

62. PekBU3UT MOAMUCH.

63. PekBu3uT oTmMeTKa 00 2JIEKTPOHHOM MOAMHICH.

64. PekBU3UT 1eyaTh.

65. PekBu3uT oT™METKa 00 UCTIOTHUTEE.

66. PekBU3HUT OTMETKA O 3aBEPEHUU KOIIHH.

67. PekBU3UT OTMETKA O MOCTYIUICHUH IOKYMEHTA.

68. PekBu3uT pe3ontonus.

69. PexBU3UT OTMETKA O KOHTPOJIEC.

70. PexBU3UT OTMETKA O HaIIPaBJIECHUU JTOKYMEHTA B JEJIO.



