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1. MACHIOPT ®OHJA OIIEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHHA

®onx  ouneHouHbix cpenacts (POC) — HeorhemiieMas YacThb paboyeit
IpOrpaMMbl JUCIHUILTUHBL «J{0KyMEeHTOOOOpOT 00pa3oBaTENbHON OpraHu3aluu» U
NpEeIHA3HAYEH I KOHTPOJS U OLEHKH 00pa30BaTENbHBIX JTOCTHKEHUHN CTYIEHTOB,
OCBOMBIIIHX IIPOTrpaMMy JTUCUHUIIIIUHBI.

1.2. Hesaun u 3aqa4u (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKU OOYYarOIIETOCS
tpeboBanusiM PI'OC BO OakamaBpuar mno HampabiieHUI0 noarotoBku 44.03.01
[Tenarornyeckoe  oOpa3oBaHHE, YTBEPKIACHHOIO  IpUKa3oM  MuHuUCTEpCTBA
oOpazoBanuss u Hayku Poccuiickoit ®epeparuu ot 22.02.2018 Ne 121,
[IpodeccnonanbHbIM cTaHAAPTOM, YTBEpkACHHBIM [Ipukazom MunucTtepcTBa Tpyna
u  comuanbHOW  3ammThl  Poccuiickoit = ®@enepauuun  «O0  yTBEpKIECHUU
npodeccruoHanbHoro crangapta» ot 18 okrsopsa 2013 r. Ne 544n, (B pen. Ilpukaza
Muntpyna PO ot 05.08.2016 Ne 422h).

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

[Ipouecc ocBOEHMsSI TUCLUILIMHBI HalpaBlieH Ha (OPMHUpPOBAHHE CIEIYIOLINX
KOMIIETEHUIMA ¥ MHIUKATOPOB UX JTOCTHKECHUS:

Koa mo ®I'OC BO \ NHaukaTop 10CTHKEHHS
YHUBepcagbHbIE
YK-4. YK-4.1.
Crnioco0eH oCyIecTBIATh J1€I0BYIO OcymecTBiasieT JeJOBYyI0 KOMMYHHKALMIO B
KOMMYHHUKAIUIO B YCTHON U MMCbMEHHOMN YCTHOH W TNHCbMEHHOH  QopMax — Ha
rOCy/1apCTBEHHOM SI3BIKE Poccuiickoit

(dopmax Ha rOCyJJapCTBEHHOM SI3bIKE
Poccuiickoii @enepaniuu 1 ”HOCTPAaHHOM(BIX)
A3bIKe(ax)

®denepanuu

1.4. Dranbl dopMupoBaHHMsT KOMIETEHUMH M CpeACTBA OIEHUBAHUA
YPOBHS UX cOPMHPOBAHHOCTH

. KoHTpO/ILHO-01LIEHOYHBbIEe

Jransbl popmupoBaHus KomnereHuni | Kommnerenuumn

cpeacTna / cnocod OleHUBAHUS
Tema 1. Teoperuko-npaBoBeie u | YK-4 BricTynuieHne Ha DpPakTUYECKHX
HOpMaTHBHBIE OCHOBBI 3aHATHUSX, YCTHBINA OMPOC
JIOKYMEHTallMOHHOTO obecrnieueHus
yIpPaBJIEHUs
Tema 2. Cranmaptuzanms mnporecca | YK-4 BricTymiieHne Ha NpakTUYECKUX
JIOKYMEHTHPOBAHHUS 3aHATHUSX, YCTHBINA OMpPOC
Tema 3. Cucrema opranusanuontHo- | YK-4 BricTymiieHne Ha NOpakTUYECKUX
pacnopsiANTENbHON JOKYMEHTAlUU 3aHSATHUSX, YCTHBIA OMpPOC
Tema 4. JlenoBoe nucbmMo kak ocHoBHOU | YK-4 BeicTymuieHHE Ha IPAKTUYECKHUX
BU/J| IEPEITUCKU 3aHATHAX, YCTHBIA ONPOC




Tema 5. Opranuzanus | YK-4 BeicTymuieHHE Ha IPAKTUYECKHUX
JOKYMEHTO000poTa  00pa3oBaTeNnbHOM 3aHATUSX, YCTHBIN OMPOC
OpraHu3aluu

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

1.5. Onucanue nokasareseil GopMUpPOBaAHUSA KOMIIETEHIUH

Koa komnerennun Pe3ysabTarhl ¢cGOPMHUPOBAHHOCTH

YK-4 3HaeT: CUCTEMY HOPM PYCCKOIO JIMTEPaTypHOrO s3blKa IIPH €ro
UCIOJIb30BAaHUHU B KaueCTBE I'OCYAAPCTBEHHOro s3blka P u HOpMamu
MHOCTPAaHHOTO(BIX) SI3bIKA(OB), MCIOJB3YET pPa3IHYHBIC (OPMBI, BUIBI
YCTHOM U MMCbMEHHON KOMMYHHUKALIUH.

Ymeer: BianeTh  SI3BIKOBBIMH  CPEACTBAMH  JUISL  JIOCTHIKCHUS
npoecCHOHANBHBIX IIeJIell Ha PYCCKOM M MHOCTPAaHHOM(BIX) sA3bIKe(aX)
B PaMKax MEXJIMYHOCTHOTO U MEXKYJIbTYPHOTO OOIICHUSI.

Brnaneer: cmocobamu KOMMYHMKauuu B LUGPOBOH cpeae A
JOCTIDKEHUS  NMpOo(ecCHOHANBHBIX — Hened U 3PPEKTHBHOTO
B3aUMO/JICHCTBHUSL.

1.6. Kpurepuu oueHUBAHHMSI KOMIIETEHUMHA HAa Pa3HbIX IJTanax Hux
(opMupoBanusn

KoanuectBo
Bup yueOHoit padoThl 0aJ1s10B
(01010 300

BerlinonHenue 1 3amura NpakTUYECKUX padoT 40 45
KonrtponbHas padora 15 10
KoHTpoiib caMmocTosITENHHOM paboThI 20 20
VYcrHbll 3aueT 25 25
Bcero 100

HaxkonureanHas cucreMa ounenuBanug mo 100-o0ajgabHoOM mKaJje

YeroipexdaliibHAS Cucrema
100-6annbHas | BykBenHas mkana, coorBercrByiomas 100-
CHCTeMa OLleHMBAHUSA OLlEHMBAHUSA

mKaJja 0aJITILHOM IIKaJIe
JK3aMeHa 3a4eTa

OTnu4aHO 90-100 A — OTIMYHO — TEOPETUUECKOE COJIEPIKAHUE
Kypca OCBOCHO IOJTHOCThIO, O€3 IMpoOeIoB;
HEOOXOANMBIE MTPAKTHYECKHE HABBIKU pabOTHI
C OCBOCHHBIM MaTepHaJIOM C(hOpMHUPOBAHBI,
BCE MIPEAyCMOTPEHHbIE TPOTPaMMOii
00yueHus y4eOHbIe 3a1aHHs BBIIOJIHEHBI,
Ka4eCTBO MX BBIIOJHEHHsI OLIEHEHO YHUCIIOM
6auI0B, OJIM3KUM K MAKCHMAJIbHOMY

3adreHo
Xoportio 83-89 B — 04eHb XOPOIIIO — TEOPETUUECKOE

CoZIep’KaHue Kypca OCBOCHO IIOJIHOCTBIO, 0e3
1po0eIoB; He0OX0AMMbIE IPAaKTHYECKUE
HaBBIKH PaOOTHI C OCBOCHHBIM MaTepuajioM B
OCHOBHOM c(hOPMHPOBAHBI; BCE
IIPeyCMOTPEHHbIE IPOrpaMMON 00ydeHHs
yueOHbIe 3a7aHusl BBIIIOJHEHBI, KAYECTBO
BBINIOJTHEHHSI OOJIBIINHCTBA U3 HUX OLIEHEHO




YHUCJIOM 63HJ'IOB, OJIM3KUM K MaKCMMaJIbHOMY

Xoporio 75-82 C — XOpOIII0 — TEOPETUIECKOE CO/ICPIKAHNE
Kypca 0OCBOEHO MOJIHOCThIO; HEKOTOPBIE
MPaKTHYECKHUE HABBIKU PAabOTHI C OCBOEHHBIM
MarepuanoM chopMHPOBAHBI HEOCTATOYHO;
BCE MPEAYCMOTPEHHbIE IPOTPAMMOiA
00yueHust yueOHbIE 3a1aHHs BBITOTHEHBI,
Ka4eCTBO BBIMIOJHCHUS HU OJTHOTO U3 HUX HE
OLIEHEHO MUHMMAJIbHBIM YHCIIOM 0aJloB,
HEKOTOPbIC BUJIbI 33/IaHUI BBITIOJIIHEHBI C
omnOKaMu

Y I0BIEeTBOPUTETHHO 63-74 D — ynoBneTBOpUTEIHHO — TEOPETHIECKOE
coziep kaHue Kypca OCBOCHO YaCTHYHO, HO
poOeIEl He HOCAT CYILECTBEHHOTO
Xapakrepa; He0OXOJMbIE IPAKTUYECKHE
HaBbIKH paGOTLI C OCBOCHHBIM MaT€pHajioM B
OCHOBHOM c()OPMHPOBAHBL; OOJIBITMHCTBO
MIPEAYCMOTPEHHBIX MPOrpaMMoii 00yUeHHUS
y‘-IeGHI)IX SaﬂaHI/Iﬁ BBITIOJTHEHO, HEKOTOPHIC U3
BBITTOJTHCHHBIX 3aaaH1/1171 CoJcpIKaT OIHI/I6KI/I

Y I0BIEeTBOPUTETHHO 50-62 E — mocpencTBeHHO — TeOpeTHIECKOE
COZIepI)KaHue Kypca OCBOCHO YaCTUYHO;
HEKOTOPbIE NIPAKTHYECKIE HABBIKK PAOOTHI HE
copMHUpPOBaHbL, MHOTHE IIPEIYCMOTPEHHBIC
y4eOHOI MporpaMMoit 00y4IeHUs yIeOHbIe
3aJ1aHMs HE BBINIOJIHEHBI TMOO0 Ka4eCTBO
BBINTOJTHEHHBIX HEKOTOPBIX U3 HUX OLIEHEHO
YHCJIOM 0aJJIOB, OJIM3KUM K MUHUMAJIBHOMY

HeynosnerBopurensHo 21-49 FX — HeyI0BIETBOPUTENLHO — TEOPETUIECKOE
COJIepKAaHUE Kypca OCBOSHO YaCTHYHO;
HEOOXOIUMBIE MPAKTUIECKHIE HABBIKUA PaOOTHI
C OCBOEGHHBIM MaTepHaIoM He
c(hopMHUPOBaHBI; OONBITUHCTBO
MIPeyCMOTPEHHBIX Y4eOHOH porpaMMoint
o0y4deHHs yueOHBIX 3aIaHUI HE BBHITIOJTHEHO
00 Ka4eCTBO MX BBHITIOJHEHUS OLCHEHO
YHCIIOM 0aIoB, OJM3KAM K MHHUMAIEHOMY
TIPY AOTOJTHHUTENEHO CaMOCTOSTEEHON
paboTe Hazx MaTepuaIoM Kypca BO3MOKHO

He 3auteno
IIOBBIIICHUEC KAUE€CTBA BBINIOJIHCHUA y‘le6HLIX
3aaHui
HeynoBineTBopUTeibHO 0-20 F — HEey10BIETBOPUTEIHHO — TEOPETUUECKOE

coziepkaHue Kypca He OCBOCHO;
HEO0XO/INMBIE IPAKTHYECKUE HABBIKH PaOOTHI
He c(hOPMUPOBAHBI; BCE BHITIOJIHEHHBIE
yueOHbIe 3a1aHusI COIepIKaT I'pyOble OLINOKHY;
JIOTIOJIHUTENbHAsI CAMOCTOsITeNIbHAs paboTa
HaJl MaTepHajIoM Kypca He IpUBEIET K
KaKOMY-JH00 3HAYMMOMY MOBBILIEHHIO
Ka4yecTBa BBIIOJIHEHHS YUSOHBIX 3aJaHUH

2. KOHTPOJIBHO-OIIEHOYHBIE CPEJICTBA
2.1. OueHoYHbIE CPECTBA TEKYIIEr0 KOHTPOJIA (TUIIOBBIE)

Bomnpocs! AJis1 yCTHOTO omnpoca:
1. JlaiiTe onpeneneHue NOHITHUS «TOKYMEHT.
2. Packpoitte nmonstue «JAOY». HazoBure mpodeccuoHanibHble TEPMHUHBI U
ornpeeneHus B 00JacTH JAeI0ONPOU3BOICTBA.



3. HazoBure u packpoiite GyHKINUN JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B 00JJACTH OpraHU3alM AEJIONPOU3BOICTBA BbI
3Haete? HazoBute coaepkaHue TMakeTa O00S3aTENbHBIX 3aKOHOJATEIBHBIX U
HOPMATHUBHBIX JOKYMEHTOB B oOmactu JIOY.

5. HazoBute mpaBuia  yTBEpXKACHUS  JOKYMEHTOB. TpeboBanus u
odopMmieHHE.

6. Kakue pekBU3UTHI SIBIAIOTCS «IOPUAWYECKH 3HAYMMBIMK»? [IpaBuia ux
oopmieHus. UTo BKITIOYAET B CeOs MOHITHE «IIPaBOBasi OXpaHa JOKYMEHTOBY?

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

8. HazoBute 3aKkoH, B COOTBETCTBUU C KOTOPBIM O(GOPMIISIOT PEKBU3UTHI
nokymeHToB cucteMbl OPJI. Jlata BBeleHHE U 4TO OH ycTaHaBiauBaeT. HazoBute Bce
PEKBU3HTEI.

9. HazoBute pexBu3HTHI 00miero OmaHka W OnaHka s mucbMma. [IpaBuia
opopmiieHusi. Kakue Buapl OnaHkoB Bbl 3HaeTe? B yeM ocoOeHHOCTH OnaHka
JOJDKHOCTHOTO JInIa?

10. CormacoBanue u Bu3upoBanue. Ha3zoBute BUIBI U CPOKU COTIIACOBAHUS, U
BU3UPOBAHHUE TOKYMEHTOB.

11. Pacckaxxute O medarsx M IITaMIax NpeaupHusITHl W opranuzauui. Ha
KaKUX JIOKyMeHTax crTaBsaTcs mnedarb? Kakue TpeOoBaHUS NPEABSBISIOT K
UCIIOJIb30BaHUIO TepOOBOI neyaT?

12. PackpoiiTe copepkaHue TOHSITHS «ympaBieHue». Ha3zoBuTe cHUCTEMbI
JOKYMEHTOB yrpaBieHusi. Packpoiite nonstue «OP[]». Kakue rpymnmbl U BUJIbI
JIOKyMeHTOB BxoAsT B OP/]?

13. Pacckaxxure 00 OCOOEHHOCTSAX SJEKTPOHHOIO JOKYMEHTA, JJEKTPOHHOMU
NEPENUCKU U TPEOOBAHUSX, IPEAbIBISIEMbIX K HEH.

14. B yem ocoOenHoctu OnaHka Jyisi mucbma? HazoBuTe pekBU3UTHI OjaHKA
JUTSl TUChbMA U PEKBU3UTHI CY>KEOHOTO MUChMa.

15. Yto pernmaMeHTHUpYyET TUIIOBAsE MHCTPYKLMS 1O Aeaonpou3BoacTBy? Jlaiite
XapaKTEPUCTUKY OPTaHU3AUOHHBIM JTOKYMEHTAaM U HA30BUTE UX BUJBI.

16. HazoBute Buabl WHGOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JailTe
XapaKTEPUCTHUKY KaxaoMy Buay. [IpuBenuTe u3BecTHbIE BaM BUIbl PETUCTPAIUU.

17. JlaiiTe  XapaKTepUCTUKY yUpPEAUTENbHBIM JOKYMEHTAM U  YCTaBy
npennpusatysd. Kakvue BUIbl yCTaBOB BbI 3HAaeTE?

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

19. [daitte xapaktepucTuky nokymeHTy «HCTpyKums». [IpuBenure npumepsl.
JlomKHOCTHAs! HHCTPYKIMS, CTPYKTypa Tekcta. Opopmienue. O3HakKOMIICHHE.

20. [lITatHoe  pacnmcanne (OCOOEHHOCTH  COCTaBICHHS, OGMOPMIICHHUS.
TpeGoBaHUE K UCTIOIB30BAHUIO YHU(PHUITUPOBAHHBIX (POPM.

21. IlpaBuia BHYTpEHHETrO TPYIOBOTO pacnopsaka u [lonoxenue o nepconaie.

22. JlaiiTe XapaKTEpUCTUKY PaCTIOPSAUTEIbHBIM JOKYMEHTAM.

23. HazoBuTe BUIbI pACTIOPSAUTENBHBIX TOKYMEHTOB U OCOOEHHOCTH KaX0ro0.
Ha3zoBure CTpyKTypHBIE 4YaCTH TEKCTa  pACHOPAIUTENIBHBIX  JIOKYMEHTOB,
odopmieHre npeamOyIbl U pacIOPSAUTEIHHON YACTH.



24. B yeM ocoOeHHOCTH CayXeOHbIX muceM? HazoBuTe BUIBI CITyXEOHBIX
nucem. Kakue Tpe6oBaHUsA MPEIBbABISIOTCS K TEKCTY CITYKEOHBIX MuceM?

25. HazoBute mpaBmia oQOpMIICHHS  PEKBHU3UTAa  «aapecar». Bumabl
aJpEeCOBaHUS.

26. UTO BXOJIUT B MOHSATHUE «IIPOBEICHUE IKCIIEPTU3BI IICHHOCTH TIOKyMEHTa»?

27. PackpoiiTe TOHATUSA <«IOKYMEHTOOOOPOT», «IOKYMEHTOMOTOKW». JlaiTe
XapaKTEPUCTUKY KaXJ0My BHIY JOKYMEHTOIOTOKA, YKaKUTE€ HMX OCOOEHHOCTH.
Kakum 06pa3oM onpenensercss JOKyMEHTO000POT NpeanpusaTus?

28. Homenknatypa nen. 3nauenue. CocraBiienue. Buabl HOMEHKIIAaTyphl.

29. IlogrotoBka JOKYMEHTOB K clade B BEIOMCTBEHHbIH apxuB. Crmaua
JIOKYMEHTOB B apxuB opraHuzanuu. ONucu JOKYMEHTOB, HAXOMISIIUXCS B JETe.
dopma u conepkaHre akTa 00 YHUYTOKEHUH JTOKYMEHTOB U JIEJ.

30. Kakue nokymMeHTHI He mojasiexar peructpanun? Kak u 3auem Benercs y4er
TaKUX MOCTYIICHUI?

31. Pacckaxute 0 BHUJAX BXOJSAUIMX, MCXOIALIMX BHYTPEHHUX JOKyMEHTaXx.
HoxymenTtoB. [lpuBeautre ¢GopMbl >XKypHaJdbHOW peructpauuu. Pacckaxure o
peructpanuu ¢ nomonibio PKK 1 aBromaTi3npoBaHHoi.

32. Yto BKIIOYaeT B cedsi moHATHE «(OPMUPOBAHUSI» U «O(QOpMIICHUS» Jen?
HazoBute npuszHaku opopmiieHus1 00JI0KKH JeTT.

33. Cpoku XpaHeHHs] JOKYMEHTOB B 3aBHCHUMOCTH WX 3HaumMocTu. HazoBute
HOPMAaTUBHBIN JJOKYMEHT, 10 KOTOPOMY OIPENEISIOT CPOKU XPaHEHUSI.

34. Yto BKIIOYAET B ceOS MOHSATHE «IOJATOTOBKA JIOKYMEHTOB K apXUBHOMY
xpaHeHuo»? OyHKIMH, 3a0a41 U OTBETCTBEHHOCTH JK.

TecTsl 1J151 NpOBeIeHUA KOHTPOJIbHOM padoThI:

1. IIpaBujbHasE MOC/IEA0BATEIbHOCTh HANMMCAHUS 3JIEMEHTOB IMOYTOBOIO
aJpeca HA MOYTOBLIX OTHPABJIEHUAX:

a) MOYTOBBIN UHJIEKC;

0) HauMEHOBaHUE ajpecara;

B) HOMEpP KBApTHUPBHI;

') HA3BaHKE HACEJIEHHOTO MyHKTa,;

1) Ha3BaHKE 00JIacTH, Kpas, PeCIyOINKY;

€) CTpaHa;

) HOMED JI0Ma;

3) Ha3BaHUE YJIUIIBI.

2. YunpuuupoBaHHAs CHCTEMA JOKYMEHTALMHU — ITO:

a) cucTeMa JOKYMEHTAIlMH, CO3/JaHHas M0 €IWHBIM IpaBujaM U TPeOOBaHMSIM,
coJiepkaiias uHopmaIuoo, HeoOX0IUMYIO JJIs YIIPABIECHUS B ONpe/iesieHHON cdepe
NEesATEeIbHOCTH;

0) yaudunupoBanibie  (QOpMBI  JOKYMEHTOB, CHUCTEMATU3UPOBAHHBIE TIO
GyHKUMSIM YIIpaBIEHUS;



B) COBOKYIIHOCTE JOKYMCHTOB, YCTAHOBJICHHBIX B COOTBCTCTBHH C PCIIACMBbIMU

JOKYMEHTaMHU;
I') COBOKYIIHOCTh JOKYMEHTOB, CBSI3aHHAas €IWHOOOPAa3HBIMH  IPAaBHJIAMH
o opMIICHUS.
3. Bo3MOKHOCTH MCHOJb30BaHUs (pakcMMMUJIe KaK COOCTBEHHON TMOAMHCH
perjJaMeHTHPYeTCsI:

a) TpaXJaHCKUM KoJiekcoMm PD;

0) mpaBUJIaMu JIEJIONIPOU3BOACTBA B (peliepaibHBIX OpraHax MCIOJHUTEIbHOU
BJIACTH;

B) 'OCT P 7.0.97-2025.

4. Kakomy By 0JIaHKOB COOTBETCTBYET JJAHHbII HA0OP PeKBU3UTOB?

a) locymapctBennbii  rep6  Poccuiickoit  ®enepanum, 1ep0d CcyObekTa
Poccuiickoit  denepanuu, -sMOnema opraHu3aluM, TOBapHBIA 3HAK (3HAK
o0cITyKUBaHUS), 1aTa, HOMEP, MECTO COCTABIICHUS WJIU U3/IaHMUS;

0) OJlaHK TUCHbMa;

B) 0OIIMii OIaHK;

r) OJIaHK KOHKPETHOTO BHUJia IOKYMEHTA.

5. llopsAi0K HANIMCAHUS MIOYTOBOIO A/Ipeca YCTAHOBJICH:

a) B IIpaBunax genonpous3BoAcTBa B (hellepaibHbIX OpraHax HCIOJHUTEIbHOU
BJIACTH,

6)B I'OCT P 7.0.97-2025;

B) B [IpaBuiiax okazaHus yciyT OYTOBOM CBSI3U.

6. PeKBU3NT «BH32» MOXKET BKJIKYATh:

a) TOJDKHOCTh BU3HMPYIOUIETO, €ro TMOJMUCh, PacHM(PpPOBKY (MHULUAIBI U
dbamuns) u 1arty;

0) moanuce, pacuupporky (d. U. O.), naty;

B) IOJIKHOCTh, TIOJAMKUCH AaTy;

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

7. 'epOoBasi meyaTb NPOCTABJIAETCH HA MUCbMAX:

a) peKJIaMHBIX;

0) HAaMOMUHAHUSIX;

B) MPUTJIAIICHUSX;

I') rapaHTUITHBIX;

1) ”HGOPMAITMOHHBIX.

8. Tekcr [AOKYMEHTOB COCTABJSKT HA TOCYIapPCTBEHHOM SI3bIKE
Poccmiickoii P@enepauum MM HAa TOCYJIAPCTBEHHBIX S3bIKAX Cy0ObeKTOB
Poccuiickoit ®egepauuu B COOTBETCTBUM C:

a) MpaBUJia JIETOTMPOU3BOJICTBA B (DelepaNbHBIX OpraHax MCHOJHUTEIHLHOM
BJIACTH,

0) 3akoHosaTeNbecTBOM  Poccuiickoit denepanun U cyObekToB Poccuiickoi
denepauuu;

B) [CHOY;

I') TUTIOBOM MHCTPYKIUEHN O JI€JIONPOU3BOJICTRY.

9. Ileq1b10 CTAHAAPTU3ALUM TOKYMEHTOB SBJISICTCH:

a) IOPUJINYECKOE 3aKpEIICHNE PE3YJIbTaTOB YHU(DUKAIIMU JOKYMEHTOB;



0) pa3paboTKa HOMEHKJIATYPY JIeT;

B) CHCTEMAaTH3aIlMs JOKyMEHTOB B OpTaHU3aINN;

r) o0ecrieyeHne COXpaHHOCTH JOKYMEHTOB;

1) 3a1uTa KOHQUIESHITHATFHOCTH HHPOPMAITUH.

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

a) (repb, »mMOnema), KOJ OpraHu3alMd, HAUMEHOBAHUS OpraHU3allH,
CIIpPaBOYHBIC JaHHbIE OO0 oOpraHu3aluu, KoA ¢GOpMbI JTOKyMEHTa, MECTO s
MPOCTABJICHUS JaThl JOKYMEHTa, MECTO [Jisi MPOCTABJICHHUS PETUCTPAIMOHHOTO
HOMEpA IOKyMEHTA, CChIJIKa HA HOMEP U JaTy BXOJSIIETO TOKYMEHTA;

0) (rep0b, smOiiemMa), HaMMEHOBAHMS OpraHW3aIlM{, KOJI OpraHU3alluM, Jara
JIOKyMEHTA, MECTO JIJIsl POCTABJICHUS PETUCTPAIMOHHOTO HOMEpa JOKYMEHTA, MECTO
W3JIaHUS IOKYMEHTA, CChIJIKa Ha HOMEP U JJaTy BXOJSIIETO JIOKYMEHTA;

B) (rep0d, »MONeMa), HAMMEHOBAHUSA OpraHW3alli¥, HAUMEHOBAHHUS BHIA
JOKyMEHTA, JaTa JOKYMEHTOB, KOJ (POpMBI JOKYMEHTa, MECTO ISl TIPOCTaBICHUS
pPETUCTPALIMOHHOTO HOMEpa TOKYMEHTa, CIPaBOYHBIC JaHHbIE 00 OpraHHU3allvH,
CCBIJIKA HAa HOMEP U ATy BXOSIIETO JOKYMEHTA;

r) (rep0, sMmOiiema), HAaMMEHOBAHUS OpraHU3allMU, CHPABOYHBIC JaHHBIE 00
opranusaunuu, koa opranusaunu OI'PH, mecTo mis nmpocTaBieHnst 1aTbl JOKYMEHTA,
MECTO JJIsl TIPOCTABJICHUSI PETHUCTPAIMIOHHOTO HOMEpPA JOKYMEHTA, CChIJIKa Ha HOMEpP
U JIaTy BXOJSIIIETO JTOKYMEHTa, MECTO JUIsl 3aT0JIOBKA K TEKCTY.

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

B) HMHCTPYKIIHSI,
I) [OCTaHOBJICHUE;
1) TIOJOXKECHHE.
12. K pekBM3MTaM NPUKA3a OTHOCATCH:
a) ajapecar;
0) HauMMEHOBaHUE OpraHU3alUU;
B) HaMMEHOBAHHUE BHUJA JOKYMEHTA;
I) 3arojloBOK K TEKCTY, TEKCT;
n) rpud yTBEpKICHUS;
€) TOJMMCH.
13. AKTBI co31a10TCH:
a) KOJUIETHAJIBbHO;
0) Ha OnmaHKax;
B) Ha COBEIaHUU;
I)  BBIIECTOAIICH OPraHU3AIHEH.
14. HopmaTMBHBIA aKT, HM3JaBaeMblid JAHPEKTOPOM 00pa30BaATEIbLHOMU
OPraHU3alMU WIH YUPE:XKIeHUsl, 3TO:
a) TIpUKa3s;
0) TOJIOKEHHUE;
B) pacnopsbKeHUE;
I) pelieHue.



15. Bo BpemMsi NMpOU3BOACTBEHHOI0 COBEIIAHHMSI Y JAHPEKTOPA CeKpeTaphb
3allUChIBAJI BBLICTYIUICEHUSI U TpUHATHE pemieHus. Kakod JTOKyMeHT cieayer
0()OpMHUTH MO UTOTaM 3acelaHusA?

a) [Iporokou;

0) pereHue;

B) paclopsHKEHHE;

') IPOTOKOJI, PEIICHUE U PACHOPSHKEHUE;

1) IO YCMOTPEHHUIO Ha4aJIbCTBA.

16. PekBu3uTaMu BHELIHEN CIIPABKH SIBJISIETCS:

a) meyvaTh;

0) MOJIMKCH;

B) HAMMEHOBAHHUE BUA JIOKYMEHTA;

r) agpecar;

1) HAUMEHOBAHUE OpPTaHU3aINY;

€) CChUJIKa Ha JaTy pEerucTpaliOHHbIA HOMED.

17. ®akc oT/in4aeTcs OT NUCbMA 10 0(POPMJIICHHUIO TEM, YTO:

a) SIBJISICTCS HE TONIMHHUKOM, a KOMHEH JOKYMEHTa;

0) COIEpKUT PsiJ AOTOTHUTEIbHBIX PEKBU3UTOB;

B) IeyaTaeTcs Ha Tenedakce;

') HE MOXKET OBITh 3aBEPEH ME€YATHIO.

18. BbigesanTe U3 KakKuX pPa3/ieioB COCTOUT TEKCT NMPHKA3a MO OCHOBHOM
NeSITeJIbHOCTH:

a) KOHCTAaTUPYIOIIHUIA U pacTiopsAUTEIbHbIN;

0) KOHCTATUPYIOIIUHA ¥ TTOCTAHOBJISIOIIINIA;

B) KOHCTaTUPYIOUTUH U TP JIararoIiuii;

I') OCHOBHOM ¥ KOHCTATUPYIOIIHA.

19. Bbigequre, B KaKOM M3 BHJAOB JOKYMEHTOB He IPOCTABJISIOTCH
PEKBU3UT HAUMEHOBAHMS BU/IA JOKYMEHTA.

a) 3asBJICHUE;

0) city>ke0HOe TTHCHhMO;

B) JIOKJIQ/IHAs 3aITUCKa,

I') JOJKHOCTHASI HHCTPYKITHSI.

20. Pacnpegesure yKa3aHHble HHKE JOKYMEHTbI Ha 3 TIpynmbl:
a) opraHu3aluoOHHbIE, 0) pacnopsAAUTeIbHbIC, B) HHPOPMALIMOHHO-CIIPABOYHbIE.
. Pesrome.

. JJomkHOCTHAs MHCTPYKLIMS.
. Pacniopsbxkenue qupekropa.
. CBOJIKA.
. [locTaHOBIIEHME KOJUIETHH.
. MHCTpYKIMA MO 1EJI0NPONU3BOICTBY.
. CnpaBka ¢ Mecta paboThI.
. [Ipukas o npueme Ha paboTy.
. llITaTHOE pacniucanue.
10. TpynoBoii 10T0OBOP.
11. TlpurnamieHue Ha BHICTABKY.
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12. PernameHr.

21. Kommumccusi mo pacciielOBAaHMI0 10Kapa, MPOW30LIeNIIero B
00pa30BaTeJIbHOM YUPeEXKICHUH, YCTAHOBWIN Psij (PaKTOB, KOTOPbIE MOCTYKUIH
npuYnHOii moxkapa. Kakoii 10KyMeHT 10/15KHA COCTABUTH KOMUCCHS ?

a) AxT;

0) cripaBky;

B) IOKJIQJIHYIO 3aIIUCKY;

') HHCTPYKIIMIO O TPOTUBOIIOXKAPHOU O€30MaCHOCTH.

22.  JIOKyMeHT, AaJpecOBAHHbIAH  PYKOBOAMTEJNI)  OPraHU3ALUM,
coJep:Kaliuii  00CTOSATE/ILCTBEHHOE M3JI0:KEHHEe KaKoro-jiubo Bompoca c
BbIBOJAMHM U MPeEIJI0KEHUSIMHU COCTABJICHNSI, HA3BIBAETCSH:

a) aKT;

0) nmpeacTaBICHUE;

B) JOKJIaTHAs 3aIIUCKa;

I') OPeJI0KEHNUE.

23. JlaToi ci1yke0HOr0 MUCbMA SABJIACTCH 1aTa:

a) COCTaBJICHUS,

0) oTIIpaByICHUS;

B) ITOITUCAHUSI;

I') NOJYYEHUS.

24. Cnucoxk NMpUCYTCTBYKOUIMX HA 3acelaHuu odopmisieTcsi OTAEIbLHO H
NPUJIATaeTcsl K NPOTOKOJIY, €CJIM TAKOBbIX:

a) 6osee 15;

0) 6omee 10;

B) Oosiee 25.

25. Odopmiienne o00JI0KKHM Jejia IS MOCJAEAYHIIEro XpaHEHUs
onpejaessieTcs:

a) CTaHAapTOM;

0) MHCTPYKLUEN IO AIONPOU3BOJICTBY;

B) pacropsbKEHUEM PYKOBOIUTEIS.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA NPOXOAUT B ramna:

a) YEeThIPE;

0) Tpu;

B) JBa.

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

a) CTOJIe, IO CTEKJIOM;

0) nBepiie mkada ¢ JOKyMEeHTaMHU;

B) BHYTPEHHEW CTOPOHE JABEPIIBI IKada ¢ TOKyMEHTaMHU.

28. Bce uaucTBI JAesia NPH MOATOTOBKE HMX K Iepeaade B apXuB
HYMEPYIOTCSH:

a) YepHBIM rpaUTHHIM KapaHAaIlIoM;

0) YepHBIMU YEPHUJIAMH,

B) KpacHBIM KapaHJ1allloM.

29. Bxoasimue JOKYMEHTBI PeruCTPUPYIOTCSH:

a) MOCJIe O3HAKOMJICHHS] C HUMH PYKOBOAMTEIIS;




0) B IepBOM MOJIOBUHE JAHS TTOTYYCHHUS;

B) /10 O3HAKOMJIEHUSI C HUMU PYKOBOJIUTES.

30. Kaxnasi oOpasoBaTe/ibHasi Opranu3anus 00s13aHa UMeTh:

a) CBOAHYIO0 HOMEHKJIATYpy;

0) MHAMBUAYATbHYIO HOMEHKIATYPY;

B) TUIIOBYIO HOMEHKJIATYPY.

31. 3a CKOJIBKO [JHeH 0 HCHOJHEHUS NMPOBOAAT NpeAyNpeAuTe bHbII
KOHTPOJIb?

a) 1Ba;

0) oJIuH;

B) TPH.

32. PazneiuTesIIMHU B CIPABOYHOM KAPTOTEKE CJIYKAT:

a) Ha3BaHUSI CTPYKTYPHBIX MOJPA3CICHUN;

0) HampaBJIeHUs AEATENbHOCTH MPEANPUATHS;

B) THU HEJEIH, MECSILIA.

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

a) COCTaBUTENIEM JIOKYMEHTA;

0) npu perucTpanuy;

B) MOCJI€ TOJIIMUCAHUS PYKOBOJUTEIIEM.

34. Eciiu B aeJie coaepskarcs J0KYMEHTbI Pa3JIM4HOM LEHHOCTH, TO CPOK
XpPaHeHNs YCTAHABJIMBAETCS:

a) OOJIBIINIA;

0) MEHBIIIHIA;

B) CpeIHUM.

3amaHus I CAaMOCTOSATENIbLHON PadoThI

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

3ananue 2. 300pa3ute cxeMaTuuecku KiiacCU(PUKAIUIO TOKYMEHTOB.

3ananme 3. Beimumure Ha nguct gopmara A4 Bce npaBwiia o(QoOpMIIEHHS
TEeKCTa JOKYMEHTa: HMHTepBasibl, mIpudThl U T. A. B coorBercTtBUU ¢ ['OCT P
7.0.97-2025.

3aganue 4. CoctaBuTh W OQOPMUTH JOKIAJAHYIO 3alMCKy O HapylIeHUU
TPYJOBOM NHUCHUIUIMHBI paOOTHUKOM. Bce peKkBU3HUTHI U 3JIeMEHThI TeKCTa 100aBUThH
camocrosiTenbHO. HamucaTh OOBACHUTENBbHYIO 3allUCKy OT HMMEHH pabOTHHKA,
HapyILIUTENS TPYAOBON AUCHUIUINHBIL.

3ananme 5. Hanmcats 0TBETHOE MUCHhMO-0J1aTr0JapHOCTD HA TTO3/IPABJICHHE.

2.2. OueHOYHbBIE CPeICTBA JI IPOMEKYTOYHOM aTTecTanuu (3a4er)
Bonpocs! 1J1s1 npoBeeHNs 3a4eTa:

1. [ToHsATHE «JIOKYMEHT» M €T0 (QYHKIIUH.
2. Knaccudukamust JOKyMEHTOB.



3. CylHOCTh M OCHOBHOE HAa3HAYEHUE JIOKYMEHTAllMOHHOTO OOecrneyeHus
JIeSITEIbHOCTH TeJIarora.

4. CucreMbl JOKYMEHTALIUH.

5. 3akoHOAaTeNnbHasl U HOPMATUBHO-METOMYECKas: 0a3za JOKYMEHTAllMOHHOTO
oOecrnieueHus ynpaBIeHHUs.

6. @opmyssip TOKyMEHTA.

7. CocTaB pEKBU3HUTOB JJOKYMEHTOB.

8. TpeboBanus Kk 0hOPMIICHUIO PEKBU3UTOB TOKYMEHTOB.

9. TpebGoBanus K 61aHKaM JTOKYMEHTOB.

10. Cucrema nqoKkymMeHTaIIMU B 00pa30BaTENbHON OpraHu3alluu.

11. Opranuzaiionsnsie J0OKyMeHTbl cucteMbl OPJl. O0mias xapakTepucTuka u
Ha3HAa4YeHHE JOKYMEHTOB.

12. Pacnopsnurensubie JokKyMeHTbl cuctembl OPJI. O61ias xapakTepucTuka u
Ha3HA4YCHHE JOKYMEHTOB.

13. UndopmanmonHo-cripaBouHbie  1OKyMeHTHl cuctemMbl OPJl.  OOmas
XapaKTepUCTHKA M Ha3HAUCHUE TOKYMEHTOB.

14. JlenoBoe MMChMO KaK OCHOBHOM BH/I NMEPEIUCKHU.

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

16. OcobeHHOCTH O(PHUITHATHHO-IETIOBOTO CTHJIS COCTABJICHUS TEKCTA JIETIOBOTO
nUChMa.

17. Buapl  cioyXeOHBIX ~ TIMCEM,  COCTaBIIAIONIME  OCHOBY  JICJIOBOM
KOPPECIOHIECHIINH.

18. DnexTpoHHas nepenucka. JIeKTPOHHBIN TOKYMEHT.

19. Opranu3zanus 10KyMeHTOo000poTa 00pa3oBaTeNbLHON OpraHU3allvy.

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

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

22. Tlopsimok 06paboTKK UCXOASIINX TOKYMEHTOB.

23. Tlopsimok paboThl C BHYTPEHHUMH JJOKYMEHTaMHU.

24. HomeHkaTypa Ael.

25. ®opmupoBanue,  odopmiieHHE,  XpaHEHHWEe  Jel B TEKYIeM
JIEIIONIPOU3BOICTBE.

26. Yaudukaius J0KyMEHTOB.

27. CtanmapTu3aius J0OKyMEHTOB.

28. Hymepaiust MHOTOCTPaHUYHOTO JJOKYMEHTA.

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

30. Pestome, aBTOoOMOTpadus, XxapaKTepuUCTHKA: MOHATHE, Ha3HAYCHHUE, COCTAaB
PEKBU3UTOB.

31. 3asBieHUE: MMOHATHE, HA3HAYCHHUE, COCTaB PCKBU3UTOB.

32. Cny>xeOHas 3amucKa: MoHsITHE, HAa3HAYCHHUE, COCTaB PEKBU3UTOB.

33. OObsicHUTENbHAS 3alMCKa: IOHITHE, HA3HAYEHHE, COCTAaB PEKBU3UTOB.

34. JloknanHas 3anucKa: MOHATHE, HA3HAUYEHUE, COCTaB PEKBU3UTOB.

35. CrpaBka: MOHsATUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

36. AKT, IPOTOKOJI: TOHITHE, HA3HAYEHHE, COCTAB PEKBU3UTOB.

37. Ilpukas, pacropspkeHue: MOHATHE, HA3HAUYEHUE, COCTaB PEKBU3UTOB.



38. [Ipuka3 no IMYHOMY COCTaBY: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

39. YcraB, moyioKeHUE: IOHITHE, HA3HAYCHHE, COCTAB PEKBU3UTOB.

40. TooKkHOCTHAS MHCTPYKIIHS: TIOHSITHE, HA3HAYCHUE, COCTAB PEKBU3UTOB.

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

42. IlpaBuna: moHATHE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

43. KoneKTUBHBIN JOTOBOP: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

44. OcoOeHHOCTH COCTABJICHUS TEKCTA MPOTOKOJIA.

45. OcoOeHHOCTH COCTaBJICHUS TEKCTa MPUKas3a.

46. PexBu3uthl repd, sMOJieMa, TOBApHBIM 3HAK (3HAK OOCITY>KHWBaHUS), KO
dbopMBbI JOKYMEHTA.

47. PekBU3UT HAaUMEHOBAHHE OpPraHU3allMi, HAWUMEHOBAHUE CTPYKTYPHOTO
NoJipa3/iefieHusi, HAMMEHOBAHUE JOJIKHOCTH JIUTIA.

48. PekBU3UT CIIpaBOYHBIE JaHHBIE 00 OpraHU3aIUH.

49. PexBU3UT HAMMEHOBAHUE BU/A JOKYMEHTA.

50. PexBH3UT aTa JOKyMEHTA.

51. PeKBU3UT pEruCTPALIMOHHBII HOMEP JOKYMEHTA.

52. PekBM3HUT CChUIKAa Ha PETHCTPAIMOHHBIA HOMEpP W JIaTy IOCTYIHBIIETO
JIOKyMEHTA.

53. PekBM3UT MECTO COCTAaBICHUS (M3AaHUS) TOKYMEHTA.

54. PexBu3UT rpud orpaHUYECHHS TOCTYyMAa K TOKYMEHTY.

55. PexBusuT aapecar.

56. PexBu3uT rpud yTBep>KIEHUS JOKYMEHTA.

57. PeKBU3HT 3arojOBOK K TEKCTY.

58. PEKBU3HT TEKCT JOKYMEHTA.

59. PekBU3HUT OTMETKA O IPUIIOKECHHH.

60. PexBusut rpud cormacoBaHus JOKYMEHTA.

61. PekBu3uT BH3a.

62. PexBU3UT ITOAITUCH.

63. PexBU3HUT 0TMETKA 00 3JEKTPOHHOU MOAIHUCH.

64. PexBU3UT meyarsh.

65. PexBu3uT 0TMETKa 00 UCTIOJIHUTEIIE.

66. PekBU3UT OTMETKA O 3aBEPEHUU KOIIHH.

67. PekBU3UT OTMETKA O MOCTYIUICHUH IOKYMEHTA.

68. PekBU3UT pe30TIOIHI.

69. PekBu3uT 0TMETKA O KOHTPOJIE.

70. PekBU3UT OTMETKA O HANIPABJICHUH IOKyMEHTA B JEJIO.



