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1. MACHHOPT ®OHJAA OINEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHHA

®onx  ouneHouHbix cpenacts (POC) — HeorhemiieMas YacThb paboyeit
IpOrpamMMbl  JUCUUIUIMHBL  «J[OKYMEHTalHOHHOE OOECHEeYeHHE JEATEIbHOCTH
nejarora» M npeaHa3HayeH Il KOHTPOJIS U OUEHKH 00pa30BaTEIbHBIX JOCTHKEHHM
CTYJIEHTOB, OCBOUBILUX POrPAMMY JUCLUIIINHABIL.

1.2. Hesaun u 3aqa4u (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKU OOYYarOIIETOCS
tpeboBanusim PI'OC BO OakamaBpuar mno HampabieHuto mnoarotoBku 44.03.02
[Icuxonoro-negarornyeckoe oOpa3oBaHue, YTBEPAKIAECHHBIM MIPUKa30M
MunucrepcTBa Hayku W BbIciiero obpaszoBanusi Poccuiickoit denepanuu ot 22
¢depans 2018 r. Ne 122, npukazom MuHuCTEpCTBAa HAYKH M BBICILIETO 0Opa30BaHUs
Poccuiickoit @enepanuu ot 26 HOs10pst 2020 r. Ne 1456 «O BHeceHUU U3MEHEHUN B
(denepasibHble  TOCYJAapCTBEHHbIE  00pa3OBaTENbHBIE  CTAHJAPTBHl  BBICIIETO
obOpazoBanus u IIpodeccuonansubiM cranaaptoM «llemaror-ncuxosnor (MCUXOJOT B
chepe oOpa3oBaHMs», YTBEPKICHHBIM IMpUKa3oM MuHuUCTEpcTBA Tpylda U
couuaiibHOM 3ammThl Poccniickoit @enepannu ot 24 nronst 2015 roga Ne S14H.

1.3. Ilepeyenbr KommeTeHUMH, (GopMHpPYeMBIX B MpoLecce OCBOCHUS
OCHOBHOI1 00pa30BaTeIbHOI MPOrPaMMBbI

[Iporiecc ocBoeHUsT AUCIUILUIMHBI HANpaBlieH Ha (GOPMHUPOBAHUE CIIEAYIOIIUX
KOMIETEHIUNA U UHIUKATOPOB UX JIOCTUKEHHUSL:

Koa mo ®I'OoC BO \ NHaukaTop 10CTHKEHUS

YHUBEpCAIbHbBIE

YK-4 VK-4.1

Crniocoben OCYLIECTBIIATh nenoByro | OCylecTBISIET JENOBYKD KOMMYHHKALMIO B

KOMMYHMKAI[Ml0O B YCTHOM M NUCbMEHHOW | yCTHOM M  NUCbMEHHOW  ¢Qopmax  Ha

dopmMax  Ha  TOCYJapCTBEHHOM  SI3bIKE | FOCYIapCTBEHHOM A3BIKE Poccuiickoit

Poccuiickoit denepannn u denepanuu

MHOCTpaHHOM(BIX) sI3bIKe(aX)

1.4. Dransl GopmMupoBaHMSI KOMIETEHUMH M CpPeACTBA OLECHUBAHUA
YPOBHS X ¢()OPMUPOBAHHOCTH

. KoHTpOJIbHO-0LIeHOYHBbIE

Jrtansl popmupoBanusa komnereHuui | Komnerenuun

cpeacTBa / cnocod OneHUBAHUA
Tema 1. Teoperuxo-npaBoBsle U | YK-4 BeicTymuieHME Ha IPAKTUYECKUX
HOpPMaTHUBHBIE OCHOBBI 3aHSATUSX, YCTHBINA OMPOC
JOKYMEHTallHOHHOT'O obecrieyeHus
yIOpaBJIeHUs
Tema 2. Crannaptuzamus nporecca | YK-4 BeicTynneHre Ha HPakTHYECKHX
JIOKYMEHTHPOBAHHUSI 3aHSATUSIX, YCTHBINA OMPOC
Tema 3. Cucrema opranuzanuonto- | YK-4 BeicTynneHre Ha HPakTHYECKHX
pacnopsiANTEIbHON JOKYMEHTAIlUU 3aHSTHUSIX, YCTHBINA OMpPOC
Tema 4. JlenoBoe nucbmo kak ocHoBHOU | YK-4 BricTynuieHne Ha DpakTUYECKHX
BU/J| IEPENTUCKU 3aHATHSX, YCTHBIA OMPOC




Tema 5. Opranuzanus | YK-4 BeicTymuieHHE Ha IPAKTUYECKHUX
JIOKyMEHTOO0OpOoTa  00pa3oBaTeNbHOU 3aHATHUSAX, YCTHBIN OIPOC
OpraHu3aIH

Tekymas arrecTauus YK-4 KontposbHas padota
IIpomeskyTouHas aTTecTALMS YK-4 3ayer

1.5. Onucanue nokasareseil GopMUpPOBaAHUSA KOMIIETEHIUH

Koa komnerennun Pe3ysabTarhl ¢GOPMHUPOBAHHOCTH

YK-4 3HaeT: OpraHu3alui0 JOKyMEHTOOOOpOTa OpraHu3aluu; CBOWCTBA,
GyHKIMM ¥ TpH3HAKK  JOKYMEHTa; CIIOCOOBI ¥ CPEICTBa
JOKYMEHTHPOBAHUS; KJIacCU(UKAIIUIO BUJOB JIOKYyMEHTOB; CTPYKTYpPY
JOKYMEHTOB M HOPMATHUBHBIC TPEOOBAaHHS K WX COCTaBJICHUIO W

0(pOPMIICHHIO.
YMeeT: cocTaBiATh U OQOPMIISTH TOKYMEHTHI, (PYHKIIMOHUPYIOIIHE B
JTOKYMEHTO000pOTE OpraHu3aIui, B COOTBETCTBUU c

YCTAHOBJICHHBIMA ~ TPEOOBAaHMSIMH, B TOM  YHCJIE€  HCIOJB3Ys
MH(POPMAIIOHHBIE TEXHOJIOTHH.

Brageer HaBbIKaMH: COCTABJICHHS M OGOPMIICHUS Pa3IMUYHBIX BUIOB
AOKYMCHTOB TpaJUIIMOHHBIM CIIOCOOOM U B OJICKTPOHHOM BHJIC,
HABBIKAMH JICJIOBBIX KOMMYHHUKAIIMA B yYCTHOH W HMHUCBMEHHOM
dbopMe Ha PyCCKOM SI3BIKE.

1.6. Kpurepuu oueHUBAHHSI KOMIIETEHIMHA HAa Pa3HbIX IJTanax HXx
¢popmupoBanus

KoauyecrBo
Buj yueoHoii padoThl 0aJi10B
(01010 300

BeinonHenue u 3amura npakTHYECKUX padoT 40 45
KonrponsHas pabora 15 10
Kontpomas camocTosaTenbHOi paboTh 20 20
YcTHBI 3auer 25 25
Bcero 100

HakonureabHas cucreMa ouneHuBanus no 100-0a1nLHOH IKAJIe

YeToIpexoaiibHAS Cucrema
100-6annbHasi | BykBeHHas mKkaJjia, cooTBeTcTBYIOmasi 100-
CHCTEMA ONEHMBAHUSA . OllecHUBAHUS
mIKaJjia Ga/IbHOI mIKae

IK3aME¢Ha 3a4yera

OTnnyHO 90-100 A — OTJINYHO — TEOPETUUECKOE COJIepIKAaHNE
Kypca OCBOEHO MOJHOCTHI0, 0€3 IPOOeIoB;
HEO0XO/IMMBIE IPAKTHYECKUE HABBIKH PAOOTHI
C OCBOCHHBIM MaTepHaJIOM ChOpMHUPOBAHBI;
BCE IIPEAYCMOTPEHHbIE TPOTPaMMOM
00yueHHs y4eOHbIe 3a1aHHs BBIIOJIHEHBI,
Ka4eCTBO MX BBINOJIHEHUsI OLIEHEHO YHCIIOM 3aureHo
0aJuIoB, OJIM3KUM K MaKCHMAaJIbHOMY

Xoporro 83-89 B — odeHb XOpOIIO — TEOPETUUECKOE

CoZlep KaHue Kypca OCBOEHO MOJHOCTHIO, 0e3
po6esoB; HeOOXOIUMBIE TPAKTHIECKHE
HaBBIKU PabOTHI C OCBOCHHBIM MAaTEpHaiOM B
OCHOBHOM C(hOpMHPOBAHBI; BCE




npeayCMOTPCHHBIC nporpaMMoi/i O6yquI/IH
yqeﬁﬂme 3aJaHusl BBIIIOJIHCHBI, KAYCCTBO
BBINOJIHEHUS OOJILIIMHCTBA U3 HUX OLCHCHO
YHUCJIOM GaJ'IJ'IOB, OIM3KUM K MaKCUMaJIbHOMY

Xopowo

75-82

C — X0pOIIO — TEOPETUUECKOE COJIEPIKAHHE
Kypca 0CBOCHO HOJIHOCTHIO; HEKOTOpBIE
MIPaKTHYECKHE HAaBBIKK pabOThI C OCBOCHHBIM
MartepHrantoM c(hOPMHUPOBAHBI HENOCTATOYHO;
BCE IPEIyCMOTPEHHBIE IPOrPaMMOii
o0yueHHs1 yueOHBIE 3aJaHUS BHITIOTHEHBI,
Ka4eCTBO BBIITOJHEHHUS HU OJHOTO U3 HUX HE
OLICHEHO MUHHMaJIbHBIM YHCIIOM 0aJlIoB,
HEKOTOpPbIC BUbI 331aHUI BEITIOJIHEHBI C
ouMOKaMu

y)lOBJ'IeTBOpI/ITeJ'H)HO

63-74

D — yJI0BIETBOPUTEIBHO — TEOPETHIECKOE
COJIepKAaHUE Kypca OCBOCHO YaCTUYHO, HO
po0eITbl He HOCST CYIECTBEHHOTO
XapakTepa; HeoOXOUMBble MPAKTHYECKUE
HaBBIKHM PabOTHI C OCBOCHHBIM MAaTEPHUAJIOM B
OCHOBHOM c()OPMHPOBAHBL; OOJIBITMHCTBO
MIPEAYyCMOTPEHHBIX MPOTPaMMOi 00yUdeHNS
Y4eOHBIX 3aaHUH BBITIOIHEHO, HEKOTOPBIE 13
BBINTOJTHEHHBIX 3aJIaHAHN cOJIep KaT OMIHOKH

YI[OBJ'ICTBOpI/ITeJ'IBHO

50-62

E — mocpeAcTBEeHHO — TEOpETHIECKOE
COJIepIKaHue Kypca OCBOCHO YaCTHYHO;
HEKOTOPbIC MPAKTUYECKUE HABBIKK PabOThI HE
c(hOpMHUPOBaHBI, MHOTHE TIPETYCMOTPEHHBIC
y4eOHO#l mporpaMmoii 00y4eHus yueOHbIe
3a[laHus HE BBITIOJHEHBI JTMOO Ka4eCTBO
BBITIOJIHCHHBIX HEKOTOPBIX M3 HUX OLICHCHO
YHCJIOM 0aJJIOB, OJU3KAM K MHHUMAJILHOMY

HeynosnerBopurensHo

21-49

FX — Heyn0BIETBOPUTEIHHO — TEOPETUUECKOE
COZlep’KaHUe Kypca OCBOSHO YaCTUYHO;
HEo0XOJMMbIe IPAKTHYECKUE HABBIKU PabOTHI
C OCBOCHHBIM MaTepHAJIOM He
c(OPMHUPOBAHBL; OOIBITHHCTBO
NPeIyCMOTPEHHBIX Y4eOHO mporpaMMmoit
o0y4eHust y4eOHBIX 3a/IJaHUH HE BBINOJIHCHO
100 Ka4eCTBO MX BBIIOJIHEHHS OLIEHEHO
YHUCIIOM 0aJJIOB, OJIM3KUM K MHHUMAaJIbHOMY
IPH JONOJHUTEIBHO CAMOCTOSATENbHOM
paboTe HaJl MaTepUaIoM Kypca BO3MOXKHO
HIOBBIIIEHHE KaueCTBA BBITIOJIHEHNUS yUeOHBIX
3aJlaHUI

HeynosnerBopurensHo

0-20

F — HEyIOBIETBOPUTEIHHO — TEOPETHIECKOE
Co/iepKaHUe Kypca He OCBOCHO;
HE00XOJMMbIE IIPAKTHYECKUE HABBIKU PabOThI
He cpOpMUPOBAHBL; BCE BBINOJIHCHHBIC
yueOHbIe 3aaHusI COIepIKaT I'PyOble OUINOKHY;
JIOTIOJIHUTENIbHAsE CAMOCTOsITENIbHAS paboTa
HaJl MaTepHajoM Kypca He IpUBEIET K
KaKOMY-J100 3HAYMMOMY MOBBILICHHIO
Ka4yecTBa BBINIOJIHEHHs YUeOHBIX 33JaHU

He 3auteno

2. KOHTPOJIBHO-OEHOYHBIE CPEJICTBA

2.1. OueHoYHbIE CPEICTBA TEKYIIEr0 KOHTPOJIS (TUIIOBBIE)

Bomnpocs! AJis1 yeTHOr0 omnpoca:

1. JlaiiTe onpenesieHHE NOHATUS «TOKYMEHT.




2. Packpoiite nmonstue «JAOY». HazoBure mpodeccruoHanibHble TEPMHUHBI U
onpeeneHus B 00JacTH AeJIONPOU3BOICTBA.

3. HazoBute u packpoiTe PyHKIIMH JOKYMEHTOB.

4. Kakue OCHOBHBIC 3aKOHBI B 00JIACTH OpraHU3alluy JCIOMPON3BOACTBA BBI
3Haete? HazoBute coaepkaHue TMakeTa O0O0SM3aTENIbHBIX 3aKOHOAATEIbHBIX H
HOPMATHUBHBIX JOKYMEHTOB B oOsactu JIOVY.

5. HazoBute mpaBuia  yTBEpXKACHHUS  JTOKYMEHTOB. TpeboBanus u
o opMIICHHE.

6. Kakue pekBU3UTHI SBIAIOTCS «IOPUAMYECKH 3HAYMMBIMHU»? [lpaBuia ux
odopmieHus. UTo BKIIIOYAET B ce0s OHITHE «IIPaBOBasi OXpaHa JOKYMEHTOBY?

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

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

9. HazoBute pexBU3HTHI 00miero OmaHka W OnaHka s mucbMma. [IpaBuia
opopmiienusi. Kakue Buapl OnaHkoB Bbhl 3HaeTe? B yeM ocoOeHHOCTH OnaHka
JOJDKHOCTHOTO JInIa?

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

11. Pacckaxxute O medyaTsx M IITaMIax NpeanpusTHil W opranuzanui. Ha
KaKuX JIOKyMeHTax craBsTcsi medarb? Kakue TpeOoBaHUS TMPEABSBISIOT K
UCIOJIb30BaHUIO TepOOBOI neuaT?

12. PackpoiiTe copepkaHue TOHITHS «ympaBieHue». Ha3zoBuTe cuUCTEMbI
JIOKYMEHTOB ymnpaBiieHusi. Packpoiite nonsitue «OPJl». Kakue rpynmbl U BuUAbI
JIOKyMeHTOB BxoAsT B OP/]?

13. Pacckaxkutre 006 OCOOEHHOCTAX JIIEKTPOHHOTO JOKYMEHTA, DJIEKTPOHHOM
NEPENUCKU U TpeOOBAaHUAX, IPEIBABIAEMbIX K HEH.

14. B 4yem ocoOenHocTu OnaHka st mucbma? HazoBuTe pekBU3UTHI OJlaHKa
JUTSl TUChbMA U PEKBU3UTHI CY>KEOHOTO MUChMa.

15. Yto pernaMeHTHUpYyET TUIIOBAsE MHCTPYKIMS 1O AeTonpou3BoacTBy? Jlaiite
XapaKTEPUCTUKY OPTaHU3AUOHHBIM JTOKYMEHTAaM U HA30BUTE UX BUJBI.

16. HazoButre Buasl WHGOPMALMOHHO-CIPABOYHBIX JIOKYMEHTOB, JalTe
XapaKTEPUCTHUKY Kaxa0My Buay. [IpuBenuTe n3BeCTHbIE BaM BUBI PETUCTPALIUU.

17. JlaiiTe  XapaKTepUCTUKY YyUPEAUTECIbHBIM JOKYMEHTaM U  YCTaBy
npennpusatrsd. Kakvue BUIbl yCTaBOB BbI 3HAaETE?

18. Jaiite  xapakrepucTuky JoKymeHTy «llojmoxxeHue» ©  Ha30BUTE
CTPYKTYPHBIE€ YAaCTH TEKCTa JOKYMEHTA U €r0 COACPKAHUS.

19. [daitte xapaktepucTuky nokymeHTy «HCTpyKUms». [IpuBenure npumepsl.
JloJDKHOCTHAsI MHCTPYKIUS, CTpyKTypa TekcTa. OdopmieHue. O3HaKOMIICHHE.

20. [lITatnoe  pacnucanue (OcCOOEHHOCTH  COCTaBJieHUs, O(OPMIICHUS.
TpeGoBaHUE K UCTIOIB30BAHUIO YHU(PUITUPOBAHHBIX (OPM.

21. ITpaBuna BHYTpEHHETrO TPYI0BOTO pacnopsaka u [lonoxenue o nepconaie.

22. JlaiiTe XapaKTepUCTUKY PACTIOPSAUTEIbHBIM JOKYMEHTAM.



23. HazoBute BUJIbI paCIOPSAUTEIBHBIX JOKYMEHTOB U OCOOEHHOCTH KaXJ10TO.
Ha3zoBute CTpyKTypHBIE 4YacTH TEKCTa  PACHOPAIUTEIbHBIX  JOKYMEHTOB,
oopmiieHne npeaMOyIIbl U PACTIOPSIUTEIBHON YacTH.

24. B yem ocobeHHOCTH ciyx)eOHbIXx THceMm? HazoBuTe BHUIBI CITy:KEOHBIX
nucem. Kakue Tpe6oBaHUs MPEeIbABISIOTCS K TEKCTY CITYKEOHBIX MuceM?

25. HazoButre mpaBmwia oGOpMICHHS  PEKBU3WTA  «aapecar».  Bumsl
aJpEeCOBaHUS.

26. UTO BXOIUT B MOHATUE IIPOBEIECHUE IKCIEPTU3BI LICHHOCTH IOKyMEHTa»?

27. PackpoiiTe TOHATUS <«JIOKYMEHTOOOOPOT», «IOKyMEHTOIIOTOKW». JlaiiTe
XapaKTEPUCTUKY KaXJ0My BHIY JOKYMEHTOIOTOKA, YKaKUTE€ HMX OCOOEHHOCTH.
Kakum 06pa3oM onpenensercss JOKyMEHTO000pOT NpeanpusTus?

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

29. IlonroToBKa MOKYMEHTOB K CJadye B BEAOMCTBeHHBIM apxuB. Caada
JIOKYMEHTOB B apXuB opraHu3anuu. Onucu JTOKYMEHTOB, HaxXOJAIIUXCS B JeEJe.
®dopma u conepkaHue akTa 00 YHUYTOKEHUH JOKYMEHTOB U JIE.

30. Kakue nokymMeHTBI He nmojajiexxar perucrpanuu? Kak u 3auem Benercst yuer
TaKUX MOCTYTIJICHUI?

31. Pacckaxute 0 BHUJAX BXOJSALIMX, MUCXOIALIMX BHYTPEHHUX JOKyMEHTaXx.
JoxymenToB. IlpuBenutre (opmbl KypHalbHOM peructpanuu. Pacckaxure o
peructpanuu ¢ nomompro PKK m aBTOMaTn3npoBaHHoOM.

32. Yto BKIIOYaeT B cedsi moHATHE «(OPMUPOBAHUS» U «O(POPMIICHUS» Aen?
HazoBute npuszHaku opopmiieHus1 00JI0XKKHU JeT.

33. Cpoku XpaHEHHs] JOKYMEHTOB B 3aBUCHUMOCTH WX 3HaumMmoctu. HazoBute
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OIPEAEIISIOT CPOKH XPAHEHUS.

34. Yto BKIIFOYAET B ceOsl MOHSATHE IIOJATOTOBKA JIOKYMEHTOB K apXHUBHOMY
xpaHeHno»? OyHKINH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTsl 1J151 NpOBeIeHUA KOHTPOJIbLHOM padoThI:

1. IlpaBwibHAsA MOC/JEI0BATEIBLHOCTh HANMMCAHMS 3JIEMEHTOB IOYTOBOIO
aJpeca Ha MOYTOBBIX OTNPABJICHUAX:

a) MOYTOBBIN UHICKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEP KBApTHUPHI;

') Ha3BaHUE HACEJICHHOTO MYHKTA;

1) Ha3BaHHE 00JIaCTH, Kpast, peCITyOIUKH;

€) CTpaHa;

) HOMED JI0Ma;

3) Ha3BAHME YJIUIIBI.

2. YHnpuuupoBaHHAs CUCTEMA JOKYMEHTALMHU — ITO:

a) cucTeMa JAOKYMEHTAllMM, CO3JaHHas M0 €IWHBIM IpaBuUjiaM U TpeOOBaHUSM,
cozieprkaiiias nHpopMaio, He0OXOIUMYIO ISl YIIPABICHUS B ONIpeAeIeHHOM cdepe
NEeSATEIbHOCTH;



0) yaudunupoBanbie  (QOpMBI  JOKYMEHTOB, CHUCTEMATU3UPOBAHHBIE TIO
GyHKIHSIM YIIPaBICHUS;
B) COBOKYITHOCTh JJOKyMEHTOB, YCTAHOBJICHHBIX B COOTBETCTBUH C PEHIAEMBIMU

JOKYMEHTaMHU;
I') COBOKYIIHOCTh JIOKYMCHTOB, CBSI3aHHAas €JIMHOOOPA3HBIMH  IIPAaBHJIAMHU
o opMIIECHUS.
3. Bo3MOKHOCTH MCIOJb30BaHus (pakcHMMUJIe KaKk COOCTBEHHON TMOAMHCH
perjiaMmeHTHPYeTCs:

a) TpaXKJIaHCKUM KoJiekcoMm PD;

0) mpaBUJiaMu JIEJIONIPOU3BOACTBA B (peliepaibHBIX OpraHax MCIOJHUTEIbHOU
BJIACTH;

B) 'OCT P 7.0.97-2025.

4. Kakomy Buay 0J1aHKOB COOTBETCTBYET JaHHBII HAOOP pPeKBU3UTOB?

a) l'ocynapcrBennslii  repd  Poccuiickoii  ®enepauuu, repd cyObekrTa
Poccuiickoii  ®enepanuu, -sMOnema oOpraHu3alMM, TOBapHbIA 3HAK (3HAK
o0cITyKUBaHUS), 1aTa, HOMEP, MECTO COCTABIICHUS WJIU U3/IaHMUS;

0) OJlaHK TUCHbMa;

B) 0OIIMii OaHK;

r) OJIaHK KOHKPETHOTO BHUJia IOKYMEHTA.

5. llopsAi0K HANIMCAHUS MIOYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [IpaBmnax paenonpous3BoAcTBa B (ellepaibHBIX OpraHax HCIOJTHUTEIbHOU
BJIACTH;

06)B 'OCT P 7.0.97-2025;

B) B [IpaBmiiax oka3aHus yciyT MOYTOBOM CBSI3U.

6. PekBM3UT «BM32» MOKET BKJIKOYATh:

a) JOJDKHOCTh BU3UPYIOLLEro, €ro IMOANUCh, PacHIM(PpOBKY (MHULHKAIBI U
dbamunus) u gary;

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

B) JIOJDKHOCTD, TIOJINUCH JIATY;

I') IOJKHOCTB, OANUCH, pacin@poBky noganucu (. U. O.).

7. I'epOoBasi me4yaThb NPOCTABJISAETCH HA MUCbMAX:

a) peKJIaMHBIX;

0) HAaMOMUHAHUSIX

B) IPUTJIALLICHHUSIX;

I') TapaHTHIHBIX;

1) ”HGOPMAITMOHHBIX.

8. Tekcr [0OKYMEHTOB COCTABJSKOT Ha TOCYJapCTBEHHOM  si3bIKe
Poccmiickoii @enepauum MM HAa TOCYJIAPCTBEHHBIX S3bIKAX Cy0beKTOB
Poccuiickoit ®egepauyu B COOTBETCTBUM C:

a) MpaBuja JEJIONPOU3BOJICTBA B deaepalbHbIX OpraHax MCIOJHUTEIHHOM
BJIACTH;

0) 3akoHosaTeNbecTBOM  Poccuiickoit denepanun 1 cyObekToB Poccuiickoi
Denepauuu;

B) 'CHHOY;

I') TUTIOBOM MHCTPYKIUEHN O JI€IONPOU3BOCTBY.



9. llenbio cTaHAAPTU3AIUM JOKYMEHTOB SIBJISIETCS S

a) OPUINYECKOE 3aKPEIUICHNUE PE3YIhTaTOB YHU(DHUKAIINN JOKYMEHTOB;

0) pa3paboTKa HOMEHKIIATYPY JIETT;

B) CHCTEMAaTH3aIlMs JOKyMEHTOB B OpTaHU3aINN;

r) o0ecrieyeHne COXpaHHOCTH TOKYMEHTOB;

1) 3anuTa KOHQUIESHITHATFHOCTH HH(POPMAITUH.

10. VYkaxkuTe BaApPHAHT OTBETOB, B KOTOPOM MNPABWIHLHO Ha3BaHbI
PEKBU3UTHI 0JIAHKA NMUCbMA:

a) (rep6, »MOnema), KOJ OpraHu3alud, HAWMCHOBAHUS OpPraHHU3alINH,
CIpaBOYHBIE JaHHbIE OO0 OpraHm3aiuu, KoJa (OpPMBI JOKyMEHTa, MECTO s
NPOCTABJICHHUS JaThl JOKYMEHTa, MECTO JUIsi TPOCTABICHUS PETUCTPAMOHHOTO
HOMEpa JIOKyMEHTa, CChIIIKa Ha HOMEp M JaTy BXOJSIIECTO TOKYMEHTA;

0) (rep0, 5MmOieMa), HaMMEHOBAHHWS OpraHU3allMM, KOJ| OpPraHW3alliu, aTa
JTOKyMEHTA, MECTO JIJIsl MPOCTABJICHHS PETUCTPAITMOHHOTO HOMEpa JOKYMEHTA, MECTO
W3JIaHUS TOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOJSIIETO TOKYMCHTA;

B) (rep0d, »MONeMa), HAMMEHOBAHUSA OpraHW3alli¥, HAUMEHOBAHHUS BHIA
JIOKyMEHTA, JaTa JOKYMEHTOB, Ko (OpMbI JOKYMEHTA, MECTO [JIS MPOCTABICHUS
PETHCTPAIIMOHHOTO HOMEpa JOKYMEHTAa, CIpPaBOYHBIC IaHHBIE 00 OpraHU3aIlH,
CCBhUTIKA Ha HOMEP | JIaTy BXOJAIIETO JOKYMEHTA,

r) (rep0, sMmOiiema), HAaUMEHOBAHUs OpraHU3allM{, CIPABOYHBIC JaHHBIE 00
opranu3zanuu, koj opranuzanuu OI'PH, mecTo ansa npoctaBieHust J1aThl JOKyMEHTAa,
MECTO JIJIsl MPOCTABJICHUSI PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChLIIKa Ha HOMEP
U JIaTy BXOJSIIIETO JOKYMEHTa, MECTO JUIsl 3aT0JIOBKA K TEKCTY.

11. K opranu3anmoHHbIM JOKYMEHTAM OTHOCSATCS:
a) MPOTOKOJI,
0) ycras;

B) MHCTPYKIIUS;
r) T[OCTAHOBJICHUE;
1) TIOJOXKECHHE.
12. K pekBM3MTaM NPUKA3a OTHOCATCH:
a) ajapecar;
0) HauMMEHOBaHUE OpraHU3alLUU;
B) HAMMEHOBAaHUE BUJA JOKYMEHTA,
I) 3aroJIoBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS;
€) TOAIUCH.
13. AKTBI co31a10TCH:
a) KOJUIETHAJIBbHO;
0) Ha OnmaHKax;
B) Ha COBEIAHUU;
I')  BBIIECTOAIICH OpTaHU3AIINCH.
14. HopMaTuBHBI aKT, H31aBaeMbld JIMPEKTOPOM 00pa30BaTeJIbHOM
OPraHU3alMU WIH YUPEXKIeHUsl, 3TO:
a) MpuKas;
0) TMOJIOXKEHHE;



B) pacnopsbKeHUe;
I) PpEIICHHUE.

15. Bo BpeMsi NMpPOU3BOJACTBEHHOI0 COBENIAHHMSI y JAUPEKTOPA CEKpPeTaphb
3allUChIBAJI BBICTYIUICEHUSI U TpuHsATHE pemieHusi. Kakoil HOKyMeHT cieayer
0()OpMHUTH MO UTOTaM 3acelaHusA?

a) [Iporokou;

0) pereHue;

B) pacopsiKEeHHE,

I') IPOTOKOJI, PEIICHUE U PACHIOPSIKEHNUE;

1) IO YyCMOTPEHHUIO HaYaJIbCTBA.

16. PekBu3uTaMu BHELIHEN CIIPABKH SIBJISIETCS:

a) mevaTh;

0) MOIMHKCH;

B) HAMMEHOBAHHWE BUA IOKYMEHTA;

r) ajpecar;

1) HANMEHOBAHUE OpPTaHU3alNY;

€) CChUIKa Ha JaTy PErucTpalMOHHBIA HOMED.

17. ®axkc oTiin4aercss OT NUCbMA M0 0(POPMJICHHIO TEM, YTO:

a) SIBJISIETCS HE TOJIMHHUKOM, a KOMHEH JOKYMEHTa;

0) COIEPKUT PsiJ AOTIOTHUTEIBHBIX PEKBU3UTOB;

B) IeyaTaeTcs Ha Tenedakce;

') HE MOXET OBITh 3aBEPEH MEUYATHIO.

18. BbigesnTe M3 KaKuX pa3/iei0B COCTOUT TEKCT NMPHUKA3a MO0 OCHOBHOM
NeSITeJIbHOCTH:

a) KOHCTAaTUPYIOIIHUIA U pacTopsAUTEIbHbIN;

0) KOHCTATUPYIOIIHUHA B TTOCTAHOBJISIOIINIA;,

B) KOHCTaTUPYIOIIUN U TTpeaaratonuii;

I') OCHOBHOM M KOHCTaTUPYIOIIUH.

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

a) 3asBJICHUE;

0) city>ke0HOe TTHCHhMO;

B) JIOKJIaHAs 3aIUCKa;

I') JOJKHOCTHAs HHCTPYKIUSI.

20. Pacnpenequte yKa3aHHble HHXKe JOKYMEHTbI Ha 3 Trpynmbl:
a) opraHu3aluoOHHbIE, 0) pacnopsAAUTeIbHbIC, B) HHPOPMALIMOHHO-CIIPABOYHbIE.
. Pesrome.

. JJomkHOCTHAs MHCTPYKLIHUSL.

. Pacniopsbxkenue qupekropa.

. CBOIKa.

. [locTaHOBIEHNE KOJIJIETUH.

. MHCTpYKIMA MO 1EJI0NPOU3BOICTBY.
. CnpaBka ¢ Mecta paboThI.

. [Ipukas o npueme Ha paboTy.

. lItatHOE pacniucanue.

OCOoOoO~NO OIS WN -



10. TpynoBoii 10T0OBOP.

11. Ilpurnamienrie Ha BHICTABKY.

12. Permament.

21. Kommumccusi mo pacciielOBAaHMI0O IOKapa, MpPoM30LIeAIIero B
00pa3oBaTeIbHOM YYPeKACHUH, YCTAHOBUIM P (PaKTOB, KOTOPBIE MOCTYKUIU
NpUYMHOM moxxkapa. Kakoil JOKyMeHT J0/12KHA COCTABUTH KOMUCCHA?

a) AxT;

0) cipaBKy;

B) IOKJIQJHYIO 3aIUCKY;

') HHCTPYKIIMIO O TPOTUBOIIOXAPHOU O€30MaCHOCTH.

22.  JIOKyMeHT, AaJpeCOBAHHbLII  PYKOBOAMTEJII0  OPraHU3AIUMH,
coJep:Kaliuii  00CTOSATEILCTBEHHOE M3JI02KEHHEe KaKoro-jiubo Bompoca c
BBIBO/IaMH U NPeIJI0OKEHUSIMH COCTABJICHNS, HA3bIBACTCH:

a) aKT;

0) npencTaBiICHUE;

B) JOKJIaTHAs 3aIIUCKa;

I') OPeJIOKEHNUE.

23. JlaToi c1ykKe0HOr0 MUCbMA SABJIACTCH 1aTa:

a) COCTaBJICHUS,

0) OTIIpaBJICHUS;

B) MO/ CAHUS,

T) IOJIYYEHHUS.

24. Cnucoxk NMpUCYTCTBYKOUIMX HA 3acelaHuM odopmisieTcsi OTAEIbLHO H
NPUJIAraeTcsi K NPOTOKOJIY, eCJIU TAKOBBIX:

a) 6onee 15;

0) 6omee 10;

B) OoJiee 25.

25. Odopmiienne 00JI0KKM Jeja IS NOCJACAYIOIIEr0 XpPaHEHUs
onpejaessieTcs:

a) CTaHAapTOM;

0) MTHCTPYKIMEH 1O JeT0NPOU3BOICTBY;

B) pacropsbKEHUEM PYKOBOIUTES.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA IPOXOAUT B ramna:

a) 4eThIpE;

0) Tpu;

B) JBa.

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

a) CTOoJIe, IO CTEKJIOM;

0) nBepiie mkada ¢ JOKyMEeHTaMHU;

B) BHYTPEHHEN CTOPOHE ABEPILIbI MKada ¢ JOKyMEHTaMHU.

28. Bce aucTBI Aesia NmpH NMOATOTOBKE HMX K Iepexaye B apxXuB
HYMEPYIOTCS:

a) YepHBIM rpaUTHHIM KapaHAaIlIoM;

0) YepHBIMU YEPHUIIAMH;

B) KpacHBIM KapaHJ1allloM.




29. Bxoasimue J0OKYMEHTBI PeruCTPUPYIOTCSH:

a) MOCJIe 03HAKOMJICHUSI C HUMU PYKOBOJAUTES;

0) B IepBOM TTOJIOBUHE JTHS TTOJTYICHHUS;

B) 10 O3HAKOMJICHUSI C HUMU PYKOBOJUTETISI.

30. Ka:xxnasi o0pa3oBaTe/ibHAsl OPraHu3anus 00s13aHAa UMETh:

a) CBOAHYIO0 HOMEHKJIATYpy;

0) MHIUBHUIYATBHYI0 HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYPY.

31. 3a CKOJBbKO [JHell A0 HMCHOJHEHHUSI NMPOBOAAT NpeAyNnpeauTeTbHbII
KOHTPOJIb?

a) 1Ba;

0) o1uH;

B) TpH.

32. PazgesuresisiMi B CIIPABOYHON KapTOTEKe CJIYKAT:

a) Ha3BaHUA CTPYKTYPHBIX MOJpa3/ICICHUIT;

0) HampaBJIeHUs AEATENbHOCTU MPEANPUATHS;

B) THU HEJEH, MECSIIA.

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

a) COCTaBUTENIEM JIOKYMEHTA;

0) npu perucTpanuy;

B) MOCJIC MOIMCAHKS PYKOBOJIUTEIICM.

34. Ecau B geJsie coaepsKarcsi JOKYMEHTbI Pa3JIMYHONA HEHHOCTH, TO CPOK
XpaHeHHsl YCTAHABJIMBAETCS:

a) OOJIBIINIA;

0) MEHBIIIHIA,

B) CpeIHUM.

3ajaHus QI CAaMOCTOSATEIbHOM Pad0ThI

3ananme 1. OQopmMuTh BCE OTMETKH, KOTOPbIE CTaBSAT Ha JIOKYMEHTE B
cootBeTcTBU ¢ ['OCT P 7.0.97-2025. VYkaxute MECTOPACIOIOKEHHUS ATHX
PEKBU3UTOB Ha OyiaHke popmara A4.

3ananme 2. M300pa3ure cxeMaTHUYECKH KIIACCU(DUKALIUIO TOKYMEHTOB.

3apnanme 3. Bpimumumre Ha guct gopmara A4 Bce npaBwiia O(QOpMIIEHHUS
TEeKCTa JIOKYMEHTa: HMHTepBasbl, mpudthl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2025.

3aganue 4. CoctaBuTh W OQOPMUTH JAOKIAJAHYIO 3alMCKy O HapylIEHUU
TPYZOBOM NHUCHUIUIMHBI paOOTHUKOM. Bce peKBU3HUTHI U 3JIeMEHThI TeKCTa 100aBUThH
camocrosiTenbHO. Hamucath OOBACHUTENBbHYIO 3allUCKy OT HMMEHH pabOTHHKA,
HapyILIUTENS TPYAOBOM AUCIUIUIMHBI.

3apanme 5. Hanucatb 0TBETHOE MMCHhMO-0J1ar0JapHOCTD HA MO3PABJICHHE.

2.2. OuleHOYHbBIE CPeICTBA JI IPOMEKYTOYHOM aTTecTanum (3a4er)

Bonpocs! 1151 npoBeeHusi 3a4eTa:
1. [ToHsiTHE «JIOKYMEHT» U €Tr0 (DYHKITUH.



2. Knaccudukamust JOKyMEHTOB.

3. CymHOCT, M OCHOBHOE Ha3HAYCHHE TOKYMEHTAIIMOHHOTO OOecredeHus
JeSATEILHOCTH TIeIarora.

4. CucreMbl JOKYMEHTALIMH.

5. 3akoHOmaTeNbHAs ¥ HOPMATUBHO-METOINYECKas 0a3a TOKYMEHTAIMOHHOTO
oOecrnieueHus ynpaBIeHHUs.

6. @opmymsip TOKyMEHTA.

7. CocTaB peKBU3UTOB JJOKyMEHTOB.

8. TpeboBanus Kk 0pOPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpebGoBanus Kk 61aHKaM JOKYMEHTOB.

10. Cucrema nqoKyMeHTaIIMU B 00pa30BaTeNbHON OpraHu3alvu.

11. Opranuzamionnsie J0KyMeHTbl cucteMbl OPJl. O0mias xapakTepucTuka u
HA3HAYEHUE JOKYMEHTOB.

12. PacniopsinutensHabie JokyMeHTHI cuctembl OP/]. O6mmas xapaktepuctuka u
Ha3HAYCHUE JOKYMEHTOB.

13. UndopmarmmonHo-cripaBouHbie  1OKyMeHTHl cuctemMbl OPJl.  OOmias
XapaKTEPUCTHKA U Ha3HAYCHUE JTOKYMEHTOB.

14. JlenoBoe MMChMO KaK OCHOBHOM BH/I NMEPEIUCKHU.

15. bnanku s nucem. @opmyJisip 1€I0BOr0 MUChMa.

16. OcobeHHOCTH OPHUITHATHHO-IETOBOTO CTHJIS COCTaBICHUS TEKCTA JIETOBOTO
UChMa.

17. Buapl  cioyXeOHBIX ~ IIMCEM,  COCTaBIIIONIME  OCHOBY  JICJIOBOM
KOPPECTIOHICHITUH.

18. DnexTpoHHas nepenucka. IINeKTPOHHBIN TOKYMEHT.

19. Opranu3zanus 10KyMeHTOo000poTa 00pa3oBaTeNbLHON OpraHU3allvu.

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

21. Tlopsimok 06paboOTKH BXOIAIINX JOKYMEHTOB. Peructparust JOKyMeHTOB.

22. Tlopsimok 06pabOTKK UCXOASIINX TOKYMEHTOB.

23. Tlopsimok paboThl C BHYTPEHHUMH JJOKYMEHTaMHU.

24. HomeHkaTypa Jel.

25. ®opmupoBanue,  odopmieHHEe,  XpaHEHHME Jed B TEKYIIEM
JIEIONPOU3BOICTBE.

26. Yaudukaims 10KyMEHTOB.

27. CrannapTu3anus J10KyMEHTOB.

28. Hymepanusi MHOTOCTPaHUYHOTO JOKYMEHTA.

29. HpudTel, KETIX U TOJIS, TPUMEHSIEMbIE TP 0OPMIICHUN JJOKYMEHTOB.

30. Pestome, aBTOoOMOTpadus, XxapakTepuUCTHKA: MOHATHE, Ha3HAYCHHE, COCTaB
PEKBHU3UTOB.

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

32. Cny>xeOHas 3amucKa: MOHITHE, HA3HAYCHHUE, COCTaB PEKBU3HUTOB.

33. OObsicHUTEIbHAS 3aMMCKa: IOHATHE, HA3HAUYCHHE, COCTaB PEKBU3UTOB.

34. JloxyagHast 3aMucKa: MoHATHE, HAa3HAUYCHHE, COCTaB PEKBU3UTOB.

35. CrpaBka: MoHsATHE, Ha3HAYEHUE, COCTAB PEKBU3UTOB.

36. AKT, IPOTOKOJI: IOHATHE, HA3HAUYECHHUE, COCTAB PEKBU3UTOB.



37. Ilpukas, pacropspkeHue: MOHATHE, HA3HAYEHHE, COCTaB PEKBU3UTOB.

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

39. YcraB, moyioKeHUE: TIOHITHE, HA3HAYCHHUE, COCTAB PEKBU3UTOB.

40. TomoKkHOCTHAS MHCTPYKIIHS: TIOHSATHE, Ha3HAYCHHUE, COCTAaB PEKBU3UTOB.

41. UHcTpyKuusa 1O JEJONPOU3BOACTBY: IIOHSATHE, HAa3HAUEHHE, COCTaB
PEKBHU3UTOB.

42. IlpaBuna: moHATHE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

43. KonnekTUBHbBIN AOTOBOp: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

44, OcoOeHHOCTH COCTaBJICHUS TEKCTA MPOTOKOIA.

45. OcoOEHHOCTH COCTaBIEHUS TEKCTA MPUKA3a.

46. PexBu3uThl repd, sMOJieMa, TOBApHBIM 3HAK (3HAK OOCITY)KHWBaHUs), KO
dbopMbI JOKYMEHTA.

47. PeKBU3UT HAaUMEHOBAHHE OpPraHU3allMi, HAWUMEHOBAHUE CTPYKTYPHOTO
Mo/Ipa3ieJieHus], HANMEHOBAHWE JOJKHOCTH JIUTIA.

48. PexBU3UT CTIpaBOYHBIC TaHHBIC 00 OpraHU3aIlNH.

49, PexBU3UT HAMMEHOBAaHUE BU/IA JOKYMEHTA.

50. PekBM3UT aTa JOKyMEHTA.

51. PeKBU3UT pErucCTpallMOHHBII HOMEp JOKYMEHTA.

52. PekBM3HUT CChUIKA HA PETHCTPAIMOHHBIA HOMEpP W JIaTy IOCTYIHBIIETO
JIOKyMEHTA.

53. PekBU3UT MECTO COCTABJICHUS (M3AaHUs) IOKYMEHTA.

54. PexBu3UT rpud orpaHUYCHUsI IOCTYTA K JOKYMEHTY.

55. PexBusuT aapecar.

56. PexBu3uT rpud yTBep>KIEHUS JOKYMEHTA.

57. PeKBU3HT 3arojIOBOK K TEKCTY.

58. PEKBU3HT TEKCT JOKyMEHTA.

59. PekBU3HUT OTMETKA O IPHIIOKCHHH.

60. PexBusut rpud corimacoBaHMs TOKYMEHTA.

61. PekBusuT BH3a.

62. PexBU3UT ITOAITUCH.

63. PexBuU3HUT 0TMETKA 00 JIEKTPOHHOU MOATHUCH.

64. PekBU3HT IeYaTh.

65. PekBu3HUT OTMETKA 00 HCTIOTHUTEE.

66. PekBU3UT OTMETKA O 3aBEPEHUU KOIIHH.

67. PekBU3UT OTMETKA O MOCTYIUICHUH JIOKYMEHTA.

68. PekBU3UT pe30TIOIHI.

69. PekBu3uT 0TMETKA O KOHTPOJIE.

70. PekBU3UT OTMETKA O HAMPABJICHUH JOKYMEHTA B JEJIO.



