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1. HACIIOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NpUMEHEHUA

®onn  oneHouyHsix cpenacts (GOC) — HeorbemiieMas dacTb pabouei
MpOrpaMMbl TUCHMIUIMHBL «OpraHu3anus HW TEXHOJOTHUS JOKYMEHTAlMOHHOTO
oOecrieyeHus YIpaBiCHUs» W TNpeJHA3HAuYe€H I KOHTPOJS U  OILICHKHU
o0pa3oBaTeIbHBIX JOCTUKEHUN CTYI€HTOB, OCBOMBIINX MIPOTPaMMy TUCHUILIUHBI.

1.2. Hean u 3aga4u GoHAA OLIEHOYHBIX CPEACTB

Henp ®OC — yCTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKHA OOYYarOIIErocs
tpeboBanusim OPI'OC BO OakanaBpuar mo HampaBieHHIO MOATOTOBKH 46.03.02
JIOKyMEHTOBEICHHE M apXWBOBEJEHUE, YTBEP)KICHHBIM NpPHKa30M MHHHCTEpCTBA
HayKH W BbICIIero oopazoBanusi Poccuiickoit @eneparuu ot 29 oktsiops 2020 r. Ne
1343 (¢ wu3MeHeHussMH U JonojiHeHUsAMH); [IpodeccroHabHBIM CTaHIAPTOM
«CrnenuanucT MO OpraHM3allMOHHOMY M JIOKYMEHTALMOHHOMY OO€CleueHUI0
YIPABJICHUS] OpraHu3alMei», yTBepKAeHHbIM IIprnkazom MuHucTepcTBa Tpyna u
COLMAJIBHOMN 3alUTHI Poccutickon denepanuu «O06 YTBEPKIACHUU
npodeccuonansHoro crangapta» ot 15 utons 2020 r. Ne 333#n; [IpodeccnonaabHbIM
cragaaproM «CnenMalucTt 1O  YNPAaBICHUIO JOKYMEHTaMH  OpraHu3aluny,
yTBepKIAeHHbIM [Iprkazom MuHHCTEpCTBA TpyAa W COLMAIBHOM  3aIUTHI
Poccuiickoit @enepannn «O0 yTBEpKICHUH MPOPECCUOHAIBHOIO CTaHAapTa» oT 27
anpensa 2023 r. Ne 421n; IIpodeccuonanbubiM cranaapToM «CrenuamucT apxuBay,
yTBepxkaeHHbIM [Ipukazom MuHucrepcTBa TpyAaa H  COUMAIbHOM  3aIlUATHI
Poccuiickoit @enepanuu «O0 yTBEpKIAEHUH MPOPECCUOHAIBHOIO cTaHAapTa» oT 18
mapta 2021 1. Ne 140m.

1.3. Ilepeyenb kKommeTeHUMi, (GopMHpPYeMBIX B Mpolecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHOI MPOrPaMMBbI

[Iporiecc ocBoeHUsT AUCIUIUIMHBI HANPaBJIeH Ha (OPMHUPOBAHUE CIICTYIOIIUX
KOMIETEHIUA U UHIUKATOPOB UX JIOCTUKEHHUS:

Koa mo ®I'OC BO \ NHaukaTop 10CTHKEHHUS

ITpodeccuonanbuble

[K-1. [TK-1.1.

CriocobeH K opraHu3aiiy JoKyMeHTupoBaHus | Opranuzyer JTOKYMEHTHPOBaHHE
yIpaBJIEHYECKON JeSITeIbHOCTH B | YIIpaBJIEHYECKON ACSITETLHOCTU B OpraHU3aIuu
OpraHu3aIuu

1.4. Dranbl GopmMupoBaHMST KOMIETEHUHH M CPeACTBAa OLEHUBAHUA
YPOBHH UX C()OPMHUPOBAHHOCTH

KoHnTpoabHO-01IeHOYHBIE

Jranbl popMmupoBanus komnereHuuii | Komnerenuuu
cpencrna / cnocod OleHNBAHUS

Tema 1. Ilpeamer, conepxanue u 3agaun | [1K-1 BelcTyuieHMe Ha IIPAKTUYECKHUX
Kypca. TepMuHBI 1 OCHOBHBIE ITOHATHS, 3aHATHAX, YCTHBINA ONPOC

ux sBosronus. HopmarusHo-
MeToauyeckas 6a3a COBPEMEHHOTO
OTEUYECTBEHHOI'O JIEJIONPOU3BOCTBA




Tema 2. Opranuzanus ciry>x0bl IK-1 BricTymiienne Ha NpakTUYECKUX

JOKYMEHTAITMOHHOTO 00eCTIeUeHHS 3aHSATUSX, YCTHBIN ONPOC

yIpaBiIeHUS U IJITAHUPOBAHUS Pa0OThHI

ciyx0b1 JIOY. MHCcTpyKIIMK 110 BUAAM

JIEATEIbHOCTH

Tema 3. Cranmaptuzanus u yaudukanus | [TK-1 BricTymieHne Ha NpaKkTUYECKUX

JIEJI0NIPOU3BOJICTBA 3aHATUSX, YCTHBIM OIPOC

Tema 4. CocraBnenue TekctoB aenosbix | [1IK-1 BricTymieHre Ha NPaKTHYECKHUX

JIOKYMEHTOB 3aHATUSX, YCTHBIM OIPOC

Tema 5. JIoOKyMEHTUpOBaHUE I1IK-1 BeicTymuieHMe Ha IIPAKTUYECKHUX

OpraHM3alMOHHO-PACTIOPAIUTEIBHON 3aHATUSAX, YCTHBIM OIPOC

JEATEIIbHOCTH

Tema 6. Ocobennoctu nHpopmanmonso- | I1K-1 BricTymiienne Ha NpakTUYECKUX

CIPaBOYHBIX JOKYMEHTOB 3aHSTUSIX, YCTHBIN ONPOC

Tema 7. JlenoBas nepenucka IK-1 BricTymuieHne Ha NpakTUYECKUX
3aHATUAX, YCTHBIN OIIPOC

Tema 8. OcHOBHBIE JOKYMEHTHI I1K-1 BeicTymuieHMe Ha NPAKTUYECKHUX

KOJUJIETUAJIbHBIX OPTraHOB 3aHATHUSX, YCTHBIM OIPOC

Tema 9. Peructpanys JOKyMEHTOB U I1K-1 BeicTymuieHMe Ha NIPAKTUYECKHUX

OpraHu3alus CIpaBoOYHO- 3aHATUSAX, YCTHBIN OIPOC

MH(OPMaLMOHHOTO 00CTY)KHBaHUS

Tema 10. Pabota ¢ KoHGUACHITUATBHOM [IK-1 BricTymuieHne Ha NpaKkTUYECKUX

uH(popManuen 3aHATUAX, YCTHBIN OIIPOC

Tema 11. Opranuzanust IK-1 BeicTynuieHne Ha NpakTUYECKUX

JIEJIONPOU3BO/ICTBA 110 OOPALEHUSAM 3aHSATUSIX, YCTHBIN ONPOC

rpakJaH

Tema 12. ®opMupoBaHue U XpaHEHHE IK-1 BricTymiieHne Ha NpPaKTHUYECKUX

JIEN B IEJIONPOU3BOJICTBE 3aHATHSX, YCTHBIN ONPOC

Tema 13. Homenknarypa nen I1K-1 BeIcTymuieHre Ha NPAaKTUYECKUX
3aHATHSX, YCTHBIN OIPOC

Tema 14. Opranuzanust SKCrepTU3BI. I1K-1 BeIcTyruieHre Ha NPAaKTUYECKUX

ITepeunn N1OKyMEHTOB CO CPOKaMH 3aHATHSX, YCTHBIN OIPOC

XpaHEHUus

Tewma 15. IToarotoBka u niepenaua gen B | [IK-1 BricTymiieHne Ha NpPaKTHUYECKUX

apXuB OpraHu3aluu 3aHATHSX, YCTHBIN OIPOC

Tema 16. HanpaBnenus I1K-1 BeIcTymuieHre Ha NpPaKTUYECKHX

COBEPLICHCTBOBAHHUS 3aHATHSX, YCTHBIN OIPOC

JIOKYMEHTAIlMOHHOT0 00ecrieueHus

yYIpaBJICHUS

Tekymas arrecrauus I1K-1 KonTponbnas pabora

IIpomeskyTOYHAS aTTEeCTALMS I1K-1 DK3aMeH

1.5. Onucanue nokasareseil GopMupoBaHUs KOMIIETEHIUH

Ko komMnereHuun Pe3yabTarThl chOPMHPOBAHHOCTH

[1K-1 3HaeT: TEOpPeTHYECKHEe OCHOBBI JOKYMEHTAIIMOHHOTO oOOecreyeHus
yIpaBJIEHUs, €r0 TEPMUHOJOTHIO M 3a/auM; CBOMCTBA, (YHKUUU U
NpU3HAKW JOKYMEHTa; CIOCOObl M CpEeACTBa JOKYMEHTHPOBAHUS,
KJIacCU(UKALMIO BHJIOB JOKYMEHTOB; CTPYKTYPY IOKYMEHTOB H
HOPMAaTHBHBIC TPEOOBAHUS K UX COCTABJICHHUIO U OPOPMIICHHUIO.

Ymeer: cocTaBisATh M OQOPMIISTH JTOKYMEHTBI, HCIIOJIb3yeMble B
OpraHHu3aIi B COOTBETCTBUU C YCTAHOBJIEHHBIMH TPEOOBAHUSMHU, B TOM
YHCIIe UCTI0Ib3Ys HHPOPMALIMOHHbBIE TEXHOJIOTHH.




Brnaneer HaBblkamMu: cocTaBiieHUSI U O(QOpPMIIEHHS DPa3IMYHBIX BHJOB
JIOKYMEHTOB TPAJUIMOHHBIM CIIOCOOOM M B 3JIEKTPOHHOM BHJIE,
HaBbIKAMU J€JIOBBIX KOMMYHHKAIIMI B YCTHON U MUCbMEHHOU (opme Ha
PYCCKOM SI3BIKE.

1.6. Kpurepuu ouneHUBAHHMSI KOMIIETEHIMA HAa Pa3HbIX IJTanax Hx
(hopmupoBanus

KoimuectBo
Bup yuedHoii padoTbl 0a/1J10B
0P0 300

BrimonHeHue u 3amuTa npakTH4eckux padboT 60 48
KonrposnbHas paborta 5 10
KoHTponb camocTosiTenbHON paboThl 10 15
YCTHBIN 9K3aMeH 25 27
Bcero 100

HakonureabHas cucreMa oneHuBanus no 100-0a1inHOM IKAaJIe

YeToipexdalibHasA Cucrema
100-6anabHas | BykBenHas mkadna, coorBercrBytomas 100-
cHCTeMAa OLleHMBAHMA . OLlCHUBAHUS
mKajia 0aIbHOI mIKaTe

IK3aM¢Ha 3a4dera

OTnu4HO 90-100 A — OTIIMYHO — TEOPETUUECKOE COJICpHKAHUE
Kypca 0CBOCHO IMOJHOCTEIO, 0e3 pobenoB;
HEo0XO0MMbIe IPAKTHYECKUE HABBIKU PabOTHI
C OCBOCHHBIM MaTepHaioM c(hOPMUPOBAHB;
BCE NPEIYCMOTPEHHBIE POrPaMMOii
00yueHust y4eOHbIe 3a/1aHUs BHIIOHEHBI,
Ka4eCTBO MX BBIIIOJIHEHHS OLICHEHO YHCIIOM
6aJu10B, OJIM3KUM K MAKCHMAaJIbHOMY

Xopotiio 83-89 B — 04eHb XOPOIIIO — TEOPETUUECKOE
COJIep’KaHUE Kypca OCBOCHO TOJIHOCTBIO, Oe3
npo0eoB; HEOOXOJUMbIE TPAKTHYECKHE
HaBBbIKU pa6OTI)I C OCBOCHHBIM MaT€pHajioM B
OCHOBHOM C(hOpMHUPOBaHBI; BCE
HpeyCMOTPEHHBIE IPOrPaMMOi 00yUYeHHUs
y4eOHBIC 3a1aHHs BBINOJIHEHBI, KAYECTBO
BBITIOJIHEHUS OOJIBLIMHCTBA M3 HUX OLCHEHO
YHCIIOM OAJIOB, OJIHU3KUM K MAaKCHMAJIEHOMY

Xoporo 75-82 C — X0poII0 — TEOPETUIECKOE COAEPIKAHHE
Kypca OCBOEHO MOJHOCTBI); HEKOTOPBIE
MIPaKTHYECKHE HaBBIKK pabOThI C 0CBOCHHBIM
MaTepraioM c(hOPMHUPOBAHBI HETOCTATOTHO;
BCE TIPEYCMOTPEHHBIE TPOrpaMMOi
o0y4eHns: yueOHbIe 3a1aHUS BHITIOTHEHBI,
Ka4yeCcTBO BBITIOJTHEHHUS HA OJTHOTO U3 HUX HE
OIICHEHO MUHUMAJIFHBIM YHCIIOM 0aJlioB,
HEKOTOPBIEC BUBI 3aIaHIH BHITIOJIHEHBI C
ouMOKaMu

3auTeHo

VY 10BNETBOPUTENTBHO 63-74 D — ynoBieTBOpUTEIBHO — TEOPETHIECKOE
COJIEpKAHUE Kypca OCBOEHO YaCTHYHO, HO
Ipo0eITbl He HOCST CYIECTBEHHOTO
XapakTepa; He0OXOJMMbIE PAKTHYECKHE
HaBBIKM PabOTHI C OCBOEHHBIM MaTepHaioM B
OCHOBHOM c(hOpMHUPOBaHBI; OOJIBIINHCTBO
IIPEAYCMOTPEHHBIX MPOTPAMMOi 00yUIEeHUS
y4eOHBIX 3a/laHUH BBITIOJIHEHO, HEKOTOPBIE M3
BBINOJHEHHBIX 3aJaHAH COJIEP KaT OMHOKH

Y 10BJIETBOPUTEIHHO 50-62 E — mocpenctBeHHO — TEOpeTHIECKOE
COJIepKaHne Kypca OCBOCHO YaCTHYHO;




HEKOTOPHIC MPAKTUICCKUE HABBIKU PAaOOTHI HE
c(hOpMHPOBAHBI, MHOTHE TIPEIYCMOTPEHHBIC
yaebHOi1 TporpamMMoii 00ydeHus yaeOHbIe
3aJaHUs HE BBIIOJIHEHE] JIM00 Ka4eCTBO
BBIMOJHEHHBIX HEKOTOPBIX M3 HUX OLCHEHO
YHCIOM 0aToB, OJIM3KAM K MUHAMAJIEHOMY

HeynosneTBopuTensHO 21-49 FX — HEyIOBIETBOPUTENEHO — TEOPETHIECKOE
COJIepKaHNE Kypca OCBOCHO YaCTHIHO;
HEO0XOIUMBIC TIPAKTHUCCKUEC HABBIKH PaOOTHI
C OCBOCHHBIM MaTEPHAIOM HE
c(hOPMHUPOBAHBL; OONBITHHCTBO
MPEyCMOTPEHHBIX Y4€OHOH mporpaMmMont
00yucHHs y4eOHBIX 3aIaHUI HE BBHITIOJTHECHO
00 Ka4eCTBO UX BBITIOIHEHUS OIICHEHO
YHCIIOM 0aioB, OJM3KAM K MHHUMAIEHOMY;
TIPH JOTIOJTHUTEIEHO CaMOCTOSTEIEHON
paboTe Hax MaTepuaIoM Kypca BO3MOKHO
TTOBBIIICHUE KaYeCTBA BHIITOTHEHUS YUEOHBIX
3aJaHUuN

He 3aureno

HeynosneTBopurensHO 0-20 F — HeyJOBIETBOPUTEIBHO — TEOPETHIECKOE
cofiep’KaHHE Kypca HE OCBOCHO;
HE0OXOIMMbIEC IPAKTHYECKUE HABBIKK PaOOTHI
He c()OPMHUPOBAHBI; BCE BHINIOJIHCHHbIE
yueOHbIe 3aJ]aHusl COJIepKaT IPyOble OLIMOKH;
JOTIONIHUTENbHASL CAMOCTOSTENNbHAs paboTa
HaJl MaTepuajoM Kypca He IpUBEJeT K
KaKOMY-TH0O0 3HAYMMOMY HOBBIIICHHIO
Ka4yeCTBA BHINOIHEHHS YISOHBIX 3aJaHUH

2. KOHTPOJIBHO-OEHOYHBIE CPEJICTBA
2.1. OueHOYHbBIE CPECTBA TEKYIIEr0 KOHTPOJIS (THIIOBBIE)
Bonpocsl AJ1s1 yCTHOI0 onpoca:

1. [IpoGnemMbl TOKYMEHTAIIMOHHOTO O0ECTICUeHUs YIPABIEHUS U CTEIECHb UX
pa3pab0OTaHHOCTH B HAaYKeE.

2. MeToapl OpraHu3aldd W TEXHOJOTHH JTOKYMEHTAIIMOHHOTO OOecreueHus
yIPaBICHUS ¥ B3aUMOCBSI3b C IPYTUMU TUCHUTUTHHAMHU.

3. HopmaTtuBHO-IpaBOBBIE aKTHl (eACpaTbHBIX OPTraHOB HCIOJTHUTEIHLHOU
BJIACTH, pETJaMEHTHPYIOIIME  BOMPOCHI  JOKYMEHTAI[MOHHOTO  OOeCHedeHus
yIpaBIcHUS.

4. 3aKOHOJATENBCTBO B chepe JOKYMEHTAIMOHHOTO O0ECTICUeHHs yIIPaBIICHHMS.

5. HopmaTtuBHO-METOIMYECKHE  JIOKYMEHTBI O  JOKYMEHTAIIMOHHOMY
00eCneueHUI0 YIpaBICHUSI.

6. YrpaBneH4ueckrue JOKYMEHTBI: TOHSATHE, BUABI U (DYHKIIUH.

7. Cranmaptuzanus 1 yHU(DUKAIMS JOKyMEHTOB.

8. TpeOoBaHust K COJEP)KAHUIO, CTPYKTYpe M  CTHIIO  U3JIOKEHUS
yIPABJICHUYECKUX JOKYMEHTOB.

9. OcHoBHbIE TpeOOBaHUA K O(DOPMIICHHUIO YIIPABIEHYECKUX JOKYMEHTOB.

10. PexBU3UTHI OPraHU3alMOHHO-PACTIOPSIAUTENBHBIX TOKYMEHTOB.

11. Buapl 61ankoB. TpeboBanus K 0hopMIIEHUIO OJIAHKOB.



12. OcHoBHBIE TpeOOBaHUS K O(OPMIIECHHUIO, YTBEPKACHUIO U PErHCTpaliH
YUPEAUTETHHBIX TOKYyMEHTOB.

13. YcraB opranu3alyu: MoHsATHE, PEKBU3UTHI, CTPYKTYpa U COJICPIKaHHE.

14. Tlonoxenne 00 OpraHu3alnuu: TIOHATHE, PEKBU3HUTHI, CTPYKTypa U
CoJiepKaHue.

15. CtpykTypa 1 mTaTHas YUCICHHOCTbh: MTOHSATUE, Ha3HAYCHHE, TPeOOBaHUS K
COCTaBJICHHIO, O()OPMIICHHUIO M YTBEPKICHHIO.

16. llITaTHOE pacmucanue: MOHATHE, Ha3HAYCHHE, TPEOOBAHUS K COCTABIICHUIO,
0(OPMIICHUIO U yIOCTOBEPECHHUIO.

17. IlpaBuna BHYTPEHHETO TPYAOBOTO pACTIOPSAAKA: TOHATHE, PEKBU3UTHI,
CTPYKTypa TEKCTa.

18. TlomokeHrME O CTPYKTYPHOM TOAPA3ACIICHUN: TTOHSATHE, BUIBI, PCKBU3UTHI,
CTPYKTypa U COAepKaHHeE.

19. UHCTpyKIIMK IO OCHOBHBIM HAIlPaBJICHUSM JIEATEILHOCTH: TTOHITHE, BUIBI,
PEKBU3UTHI, TpeOOBaHUS K 0(DOPMIICHUIO U YIOCTOBEPEHUIO.

20. UucTpyKIMsT 1O  JIETOTNPOU3BOJICTBY:  TOHSTUE, BUIBI, PEKBU3UTHI,
CTPYKTypa TEKCTa U COJIEp>KaHHUeE.

21. JIomKHOCTHAass WHCTPYKIMS KaK OCHOBHOM HOPMAaTHBHBIM JOKYMEHT,
OTIPEISIISIIONTNI OpraHU3alIMOHHO-TIPABOBOE MOJI0KEHNE PAOOTHUKA: TTIOHSATHE, BUIBI,
CTPYKTypa U COJEpKaHue.

22. XapakTepuCTHKa PACIOPSIUTENbHBIX JTOKYMEHTOB: Ha3HAu€HHUE, COCTaB,
0co0eHHOCTH 0(hOPMIICHHUS.

23. PacmiopsiiuTeNbHBIE TOKYMEHTHI, N3/1aBa€MbI€ B YCIIOBHUSX CAMHOJIUIHOTO
TIPUHATHUS PEIICHUN (TTPUKA3bI, PACTIOPSKEHUS, YKa3aHUS ).

24. OcHoBHBIE TpeboBaHUs K OQOPMIICHUIO MPUKA30B MO JTUYHOMY COCTaBY H
110 OCHOBHOM JAESATEIbHOCTH.

25. PacniopsinutensHbIe JTIOKYMEHTBI KOJUIETUATTbHBIX OpraHoB
(TTOCTaHOBJICHUS, PEIICHN).

26. 3naueHue WHGOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB B YIIPaBJICHUMU.
O6mue TpedboBanus K 0POPMIICHHIO.

27. loknagable, OOBSICHUTEIbHBIE M CIY)KEOHBIC 3allUCKH: TIOHSATHE, BHJIBI,
Ha3HAUYCHUE, PEKBU3UTHI U CTPYKTypa TEKCTA.

28. AKTBI: TIOHATHE, BHJABI, HA3HAYCHHE, PEKBU3UTHI, TpeOOBaHUSA K
0(hOpPMIICHHUIO.

29. CripaBKu: TIOHSATHE, BUIBI, Ha3HA4YCHHWE, pPEKBU3HTHL. (OCHOBHBIC
TpeboBaHUs K 0OPMIICHUIO CIIPABOK.

30. JIoBepeHHOCTH: TIOHSATHE, BHJIbI, Ha3HAYCHUE, PEKBHU3UTHI, OCHOBHBIC
TpeOboBaHUs K 0OPMIICHUIO.

31. [IpoTOKOBI: TOHSATHE, BUILI, HA3HAYCHHE, PEKBU3UTHI, OCHOBHBIC
TpeboBaHMs K OPOPMIICHUIO.

32. JlenoBeiec 1THMCHMA: IIOHSATHE, BHALI, OCOOCHHOCTH COCTaBJIICHUS M
oopmiieHus.

33. O6mme TpeboBaHus, MPEABIBISIEMbIE K JEIOBBIM MuchbMaM. CocTaBieHUE
TEKCTa MUChMa.

34. SI3bIK ¥ CTHIIB IETIOBOTO MHUCHhMA.



35. OcHOBHBIE  TpeOOBaHMA K M3TOTOBJICHHUIO TMHCEM C  IOMOUIBIO
MIEPCOHAIILHOTO KOMITBIOTEPA.

36. TenerpamMMbl:  TMOHATHE, Ha3HAYEHUE, PEKBU3UTHI, TpPEOOBaHHUS K
0(OpPMIICHHUIO.

37. Tenexcol: NOHATHE, HA3HAYCHUE, PEKBU3UTHI, TPEOOBAHUS K OPOPMIICHUIO.

38. TenepoHorpaMMbl: TIOHSATHE, Ha3HAYEHHE, PEKBU3HUTHI, TPEOOBAHUA K
COCTAaBJICHHUIO.

39. ®akcuMIIIbHBIE COOOIICHUS: TIOHSATHE, Ha3HAYeHUEe, TpeOOBaHUA K
COCTaBJICHHUIO ¥ 0()OPMIICHHIO.

40. DreKTpOHHBIE  COOOIIEHUS: TOHATHE, Ha3HAUCHUE, TpeOOBaHUSA K
o opMIICHUIO.

TecThl AJ151 NIPOBEACHUSA KOHTPOJIbHOI padoThI:

Bonpoc 1. B pa3ges o01mme mosioskeHnsi J0KyMEHTAa BXOAST

a) 1IeJIU U 3aJ1a4u

0) GopMBI U METOJIBI YIIPABICHUS

B) KOHKpPETHBIE 00s3aHHOCTU

Bompoc 2. Ha kakoM JOKyMeHTe He CTABHUTCH PEKBH3MT HAHUMEHOBAHME
BH/IA IOKYMEHTA

a) Ycrase

0) TOJKHOCTHOM MHCTPYKIIUU

B) MUCHME

Bomnpoc 3. I'pu¢ yrBepxaenust ctaBurcs

a) B BEpPXHEM [IPaBOM YTy

0) B HIDKHEM NPABOM YTy

B) B HIDKHEM JIEBOM YTy

Bompoc 4. K 0oCHOBHBIM perjaMeHTHPYWOIIMM padory ciay:xkosl J1OY
JOKYMEHTAM OTHOCHT

a) THCTPYKUHUS IO JIETONIPOU3BOJICTBY

0) kBaM(UKAIIMOHHBIN CIIPABOYHUK JIOJDKHOCTEN

B) Tabenb yHUPUIIUPOBAHHBIX (HOPM IOKYMEHTOB

Bonpoc 5. Kako#l Bu pacnopsiauTEIbHOTO TOKYMEHTA U3AAETCS €AMHOJIUYHO
PYKOBOJUTEIEM

a) OCTaHOBJICHUE

0) peleHue

B) pacmopsiKeHue

Bonpoc 6. B 00paboTky BXOs1IEro TOKYMEHTa ITOT 3TaI HE BXOJIUT

a) pacCCMOTpEHHUE

0) BCKpBITHE KOHBEPTOB

B) COTJIaCOBaHUE

Bonpoc 7. Ilocneanuii stan paboThl ¢ JOKYMEHTaMH Ha3bIBACTCS

a) caadeit B my3eit

0) coaueit B apxuB

B) OMyOJIMKOBAaHUE BO BCEX POCCUUCKHX ra3eTax

Bonpoc 8. BHyTpeHHee coriiacoBaHne Ha3bIBaeTCs



a) BU3a

0) OTMETKa O 3aBEPECHUU

B) YTBEPXKICHUE

Bonpoc 9. Kakas d¢opma paboTel ¢ JOKyMEHTaMU MOAXOAUT ISt
OpraHu3alluid, AESITENIbHOCTh KOTOPBIX TpeOyeT OCOOEHHO TIIATEIbHOM 3allUThl
uHpopmaruu

a) IIEHTpaJIN30BaHHAS

0) cMeraHHas

B) ACLEHTPAIM30BaHHAS

Bonpoc 10. K ocHOBHBIM permaMeHTHPYIOIMHUM padoty ciayxosr JIOY
JTIOKYMEHTaM OTHOCSIT

a) UHCTPYKIIMIO IO JIEJIOMPOU3BOJICTBY

0) OCHOBHBIE IpaBUiia padOThl APXUBOB OPraHU3aLUN

B) OCT P 51141-98 Jlenonpou3BoACTBO U apXUBHOE JIEJTI0

Bonpoc 11. K BHyTpeHHEMY JOKYMEHTOOOOPOTY OTHOCST

a) ourrabHBIC THCEMA

0) BHEIIIHUE JTOKJIAHbIC 3aIUCKH, CIIPABKU

B) IIPUKA3bl, PACTIOPSHKEHUS OpraHU3allun

Bonpoc 12. PexBu3ut — 310

a) crocob co3/aHus JOKyMEHTa

0) MaTepuaibHbIA 0OBEKT C HHPOPMALIHEH

B) 00s13aTENBHBIN 2JIEeMEHT OQOopMIICHUST OQUIIMATBHOTO JOKYMEHTA

3ajaHus QI CAaMOCTOSATEIbHOM Pad0ThI

3ananme 1. OQopMuTh BCE OTMETKH, KOTOPbIE CTaBAT Ha JIOKYMEHTE B
cootBeTrcTBU ¢ ['OCT P 7.0.97-2025. VYkaxute MECTOPACIOIOKEHHUS ITHX
PEKBHU3UTOB Ha OslaHke popmarta A4.

3aganue 2. 300pa3ure cxemMaTHyeCcKy KJIaCCU(PUKALUIO JOKYMEHTOB.

3aganme 3. Boeimumumre Ha nuct dopmara A4 Bce mpaBuia 0QOpPMIICHHUS
TEeKCTa JOKYMEHTa: HWHTepBasibl, mpuUdThl U T. A. B coorBercTBUU ¢ ['OCT P
7.0.97-2025.

3aganue 4. CoctaBuTh W OQOPMUTH JAOKIAJAHYIO 3alHUCKy O HapyIIEHUU
TPYAOBON NUCHUUIUIMHBI paOOTHUKOM. Bce peKBU3UTHI U 3JI€MEHTHI TeKCTa 100aBUThH
camocToaTenbHo. HamucaTh OOBSCHUTENBHYIO 3alUCKy OT HMMEHU paOOTHUKA,
HApYLIUTENS TPYAOBOM AUCIUIUIMHBI.

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

2.2. OnleHOYHBIE CPEICTBA JIJIsl IPOMEKYTOUHOM aTTecTanuu (IK3aMeH)
Bomnpocs! 1J1s1 NpoBeieHUA IK3aMeHA

1. IlonsTHE «TIOKYMEHT» U €T0 (PYHKIIUU.

2. Knaccudukanus JOKyMEHTOB.

3. C}’I]_[HOCTB N OCHOBHOC HA3HAYCHHUC MOOKYMCHTAIIMOHHOIO obecrnieueHus
ACATCIABHOCTH II€Aarora.



4. CucreMbl JOKYMEHTALIMH.

5. 3akoHO/aTeNIbHAsE U HOPMATUBHO-METOJIMYECKas 0a3a IOKYMEHTAllMOHHOTO
oOecrieueHus yIpaBJICHHUS.

6. @opmysp TOKyMEHTA.

7. CocTaB peKBU3UTOB JOKYMEHTOB.

8. TpeboBanus Kk 0pOPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpebGoBanus Kk 61aHKaM JTOKYMEHTOB.

10. Cucrema noxymeHTaIMu B 00pa30BaTeIbHON OpraHU3aIlnu.

11. Opranuzanuronssie JOKyMeHThI cucteMbl OPJI. O61mias xapakTepucTika u
Ha3HAa4YCHHE JOKYMEHTOB.

12. PacniopsinurenbHbie qokyMeHThI cuctemMbl OPJI. O061iast xapakTepucTuka u
Ha3HAYCHHE JOKYMEHTOB.

13. UadopmanmonHo-cripaBouHbie  HOKyMeHTHl cuctemMbl OPJ[.  OOmias
XapaKTepUCTUKA U Ha3HaYCHUE TOKYMEHTOB.

14. JlenoBoe nUCbMO KaKk OCHOBHOM BUJI IIEPETIUCKH.

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

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

17. Buapl  cioyXeOHBIX ~ TIMCEM,  COCTaBIIIONIME  OCHOBY  JICJIOBOM
KOPPECIIOHEHIIU Y.

18. DnekTpoHHas nepenucka. DIEKTPOHHBIN TOKYMEHT.

19. Opranuzanus T0KyMeHTo000poTa 00pa3oBaTeIbHON OpraHU3aIlnH.

20. ®opmbl opraHW3an  pabOTBl ¢ JOKyMeHTaMHu. JloKyMeHTOO0OOpoOT.
JIOKyMEHTOMOTOKH.

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

22. Tlopsimok 006pabOTKM UCXOASIINX TOKYMEHTOB.

23. Ilopsiiok paboThI C BHYTPEHHUMHU JOKyMEHTaMHU.

24. HomeHkmnaTypa Jel.

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

26. Yaudukaims 10KyMEHTOB.

27. CranmapTu3aius JOKyMEHTOB.

28. Hymepaiysi MHOTOCTPaHUYHOTO JTOKYMEHTA.

29. Wpudtel, KErau u NoJs, TpuMeHsieMble pyu 0GOPMIIEHUN JOKYMEHTOB.

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

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

32. Cny>xeOHas 3amucKa: MoHsITHE, HA3HAYCHHUE, COCTaB PEKBU3UTOB.

33. O0bscHUTENbHAS 3aMMCKa: IOHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

34. JloknaaHas 3anMcKa: MoHsATHE, Ha3HAUYEHUE, COCTaB PEKBU3UTOB.

35. CrpaBka: MoHsTHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

36. AKT, MPOTOKOJI: IOHITHE, HA3HAYCHHUE, COCTAB PEKBU3UTOB.

37. Ilpuka3s, pacnopsbkeHHe: MOHSATHE, Ha3HAUYEHUE, COCTaB PEKBU3UTOB.

38. Ilpuka3 no AMYHOMY COCTaBY: MOHATHE, HA3HAUEHHUE, COCTaB PEKBU3UTOB.

39. YcraB, mosiokeHUE: OHITHE, HA3HAYCHHUE, COCTAB PEKBU3UTOB.



40. TomKkHOCTHAS MHCTPYKIIHS: TIOHSITHE, Ha3HAYCHHE, COCTAaB PEKBU3UTOB.

41. UHcTpykiMs 1O JCJIONPOU3BOJACTBY: TOHSTHE, HAa3HAYEHHE, COCTaB
PEKBU3UTOB.

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

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

44, OcoOGEHHOCTH COCTaBJICHHUS TEKCTa MPOTOKOJIA.

45. OcoOEHHOCTH COCTaBJICHHUS TEKCTa IIpUKa3a.

46. PexBu3uThl 1epd, sMOIEMa, TOBapHbI 3HAK (3HAK OOCIY:KUBAaHHS), KOJ
bOopMBI JOKYMEHTA.

47. PeKBU3UT HAaWMMEHOBAHHWE OpPraHW3AIM, HAWUMEHOBAHHUE CTPYKTYPHOTO
Mo/Ipa3ieJieHus], HANMEHOBAHWE JOJKHOCTH JIUTIA.

48. PexBU3UT CTIpaBOYHBIC TAaHHBIE 00 OpraHU3aIlNH.

49. PexBU3UT HAMMEHOBAHUE BU/IA JOKYMEHTA.

50. PexBu3uT nara 10KyMeHTA.

51. PekBU3UT perucTpaluOHHbIN HOMEp JOKYMEHTA.

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

53. PekBU3UT MECTO COCTaBJICHUS (M3AaHUs) IOKYMEHTA.

54. PexBU3UT rpud orpaHUYCHHS T0CTyNa K JOKYMEHTY.

55. PexBusuT aapecar.

56. PexBU3UT rpud yTBEpKACHUS TOKyMEHTA.

57. PEeKBU3UT 3arojIOBOK K TEKCTY.

58. PekBU3HUT TEKCT TOKYMEHTA.

59. PekBU3HUT OTMETKA O IPHIIOKCHHH.

60. PekBusut rpud coriacoBaHMs TOKYMEHTA.

61. PekBusuT BH3a.

62. PexBU3UT IIOIINUCH.

63. PekBu3uT oT™MeTKa 00 SJIEKTPOHHON MOATMKCH.

64. PekBU3UT 1eyaTh.

65. PekBu3uT oT™METKa 00 UCTIOTHUTEE.

66. PekBU3UT OTMETKA O 3aBEPEHUU KOIIHH.

67. PekBu3UT OTMETKA O TOCTYIUICHUH IOKYMEHTA.

68. PekBu3UT pe30mroIus.

69. PexBU3UT OTMETKA O KOHTPOJIE.

70. PexBU3UT OTMETKA O HaIIPaBJIECHUU JTOKYMEHTA B JEJIO.



