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1. HACIHOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NpUMEHEHUA

®onn  oneHouyHsix cpenacts (GOC) — HeorbemiieMas dacTb pabouei
MPOrpamMMbl JUCHUIUIMHBL «J{OKyMEHTOOOOpOT 00pa3oBaTEIbHON OpraHu3aluuy u
MpeaHa3Ha4YeH ISl KOHTPOJS M OLEHKH 00pa30BaTENbHBIX JTOCTUKEHUHN 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 HampaBiieHUIO moarotoBku 44.03.04
[IpodeccuonansHoe oOyuenue (IO  OTpacisM), YTBEPXKICHHBIM IMPUKA30M
MunucrepctBa o0pazoBanus U Hayku Poccuiickoin @enepaunu ot 22.02.2018 1. Ne
124 (c wusmeHeHussMH W JomnojHeHusMH) U [IpodeccruoHanbHBIM CTaHIAPTOM,
yTBepKIAeHHbIM [Iprkazom MuHHCTEpCTBA TpyAa MW COLMAIBHOM  3aIUTHI
Poccuiickoii  ®enepaunn  «OO0 yTBEpXKIEHUUM NPOPECCHOHANIBHOIO CTaHJapTa
«Ilemaror  mpodeccuoHanbHOro  00y4€HHs, CpPEOHEro  MpPO(EeCCHOHAIBHOTO
obpazoBanus»» ot 21.03.2025 r. Ne 136H.

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

[Ipouiecc ocBoeHUsT AUCIHUIUIMHBI HalpaBieH Ha (POPMUPOBAHHUE CIEAYIOIIUX
KOMITETEHIIM ¥ MHJIUKATOPOB MX JOCTHKEHUS:

Kox mo ®I'OC BO \ Nuaukarop 10CTHIKEHUS

YHuUBepcaabHbIe

YK-4. VK-4.1.

Cnioco0eH oCyIIecTBIATh AETOBYIO OcylecTBisieT  JeJIOBYI0 KOMMYHHUKAIUMIO B

KOMMYHHKAIIHIO B YCTHOM U TTHCEMEHHOMN YCTHOH ¥ mnuchMeHHOM  ¢dopmax  Ha

dbopMax Ha rOCYAapCTBEHHOM SI3bIKE rOCyJIapCTBEHHOM SI3BIKE Poccuiickoin

Poccuiickoii @eneparuu u uHOocTpanHOoM(bix) | Peaepaimn

A3bIKe(ax)

1.4. Dranbl GopmMupoBaHMsI KOMIETEHUMH M CpPeACTBA OIEHUBAHUA
YPOBHA UX C()OPMUPOBAHHOCTH

N KoHTpOJIbHO-0LIEHOYHBbIE

Jransl popmupoBaHus komnereHunii | Komnerenuun

cpeacTBa / cnocod OleHUBAHUA
Tema 1. Teoperuko-npaBoeie u | YK-4 BeIcTyIuleHHME Ha MPAKTUYECKUX
HOPMAaTHBHBIE OCHOBBI 3aHATHUAX, YCTHBIN OIPOC
JIOKYMEHTAIlUOHHOT O o0ecrieueHus
yIIPaBICHUS
Tema 2. Crangaptuzanus npounecca | YK-4 BelcTyIuieHHME Ha MPAKTUYECKUX
JIOKYMEHTUPOBaHUS 3aHATHUAX, YCTHBIM OIPOC
Tema 3. Cucrema opranuzanuonso- | YK-4 BeIcTyIuleHHME Ha MPAKTUYECKUX
pacnopsIINTENIbHON JOKYMEHTAIIMU 3aHATHUAX, YCTHBIM OIPOC
Tema 4. JlenoBoe nucbmo kak ocHoBHOU | YK-4 BeIcTyIuleHHME Ha IPAKTUYECKHUX
BH/I IEPEITUCKH 3aHATHUAX, YCTHBIM OIPOC




Tema 5. Opranuzanus | YK-4 BelcTyIuleHME Ha IPAKTUYECKUX
JIOKYMEHTO000pOoTa  00pa3oBaTebHON 3aHATHUSX, YCTHBIN OMPOC
OpraHu3aluu

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

1.5. Onucanue nokaszarese (pOPMUPOBAHNS KOMIICTECHIMI

Kox komnerennumn Pe3ysibTarsl 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

KosmuectBo
Bun yueOHoii padoThl 0a/1;10B
101010
BrimonHeHue u 3amuTa npakTH4eckux padbot 40
KonrponsHas pabora 15
Kontpomns camocrosaTenbHOi paboTh 20
YcTHEII 3aueT 25
Bcero 100

HaxkonureanHas cucremMa ounenuBanug mo 100-o0ajaabHo0M mKaJje

YerpipexoaiabHas Cucrema
100-6anabHas | BykBenHasi mkada, coorBercrByiomas 100-
CHCTeMa OlleHHBAHUS . OlleHHBaHUSA
mKajia faIbHOI mIKae
IK3aMeHa 3ayera
OT1nugHO 90-100 A — OTIIMYHO — TEOPETHUUECKOE COJIEpIKAHNE
Kypca OCBOEHO MOJHOCTBIO, 6€3 mpoOesioB;
HEOOXOUMBIE MPAKTUIECKHIE HABBIKUA PaOOTHI
C OCBOCHHBIM MaTepHaJIOM ChOpMHUPOBAHBI;
BCE IIPEAYCMOTPEHHbIE TPOTPaMMOM
00y4eHMs y4eOHbIE 3a1aHHS BBIIOJIHECHBI,
Ka4eCTBO MX BBINOJIHEHHs OLIEHEHO YNCIIOM
6a)y10B, OJIN3KUM K MAKCHMaJIbHOMY
Xoporo 83-89 B — o4eHb XOpoIIO — TEOPETUUECKOE
3auTeHo

CoZIep’KaHUE Kypca OCBOEHO TOJIHOCTBIO, 0€3
po6esoB; HeOOXOUMBIE TPAKTHIECKHE
HaBBbIKH pa60T1)1 C OCBOCHHBIM MaT€pHajioM B
OCHOBHOM c(hopMHpPOBaHEI; BCE
MIPEeyCMOTPEHHBIE IPOTPaMMON 00yIEeHNS
yqe6m)le 3aJaHHs BBITIOJTHCHBI, KAYCCTBO
BBINOJTHEHHS OOJIBIINHCTBA U3 HUX OLIEHEHO
YHCIIOM 0aJJIOB, OJIM3KUM K MaKCHMaJIbHOMY

Xopouo 75-82 C — Xx0po1I0 — TEOPETUYECKOE COAEPIKAHNE




Kypca OCBOCHO ITOJHOCThIO; HEKOTOPBIC
MPAKTUICCKHUE HABBIKU PAOOTHI C OCBOCHHBIM
MaTepuanoM c(hOPMHUPOBAHBI HEIOCTATOYHO;
BCE MPEAYCMOTPEHHBIC MPOrPaMMOi
00y4yeHHsT yueOHBIC 3a1aHUS BBHITIOJTHCHBI,
Ka4yeCTBO BBLIIIOJIHEHHS HU OJHOIO U3 HUX HE
OLIEHEHO MUHUMAJIbHBIM YHCIIOM 0aJIIOB,
HEKOTOPbIC BUJIbI 33/IaHHUI BBITIOIIHEHBI C
OIIMOKaMu

Y 10BIETBOPUTEIBHO 63-74 D — ynoBneTBOpUTEIBHO — TEOPETHIECKOE
cofiepKaHUE Kypca OCBOEHO YaCTUYHO, HO
IpoOeIBl He HOCSAT CYIECTBEHHOTO
XapakTepa; He0OXOMMBbIE IPAKTUIECKHE
HaBBIKU PabOTHI C OCBOCHHBIM MaTepuaioM B
OCHOBHOM C(hOpMHUPOBAHBI; OOJIBIIUHCTBO
MIPEAYCMOTPEHHBIX MPOrpaMMoi 00ydeHHUs
yueOHBIX 3a/laHUH BBITIOJIHEHO, HEKOTOPBIE M3
BBIINTIOJTHEHHBIX SaﬂaHI/Iﬁ COACpIKaAT OIINOKU

VY 10BII€TBOPUTETHHO 50-62 E — mocpeacTBEeHHO — TeOpEeTHIECKOe
COZIep’KaHue Kypca OCBOCHO YaCTHYHO;
HEKOTOPbIC NIPAKTHYECKIE HABBIKK PAOOTHI HE
copMHpPOBaHbI, MHOTHE PEYCMOTPEHHBIC
y4eOHO porpaMMoit 00ydIeHUs yaeOHbIe
3a1aHMs HE BBINIOJHEHBI JIMO0 Ka4eCTBO
BBINIOJIHEHHBIX HEKOTOPBIX U3 HUX OLICHEHO
YHUCJIOM 0aJJIOB, OJIM3KUM K MUHUMAJIBHOMY

HeynosnerBopurensHo 21-49 FX — Hey10BIETBOPUTENHLHO — TEOPETHIECKOE
COJIepKAaHUE Kypca OCBOCHO YaCTUYHO;
HEOOXOAUMBIE MTPAKTHYECKHE HABBIKU pabOThI
C OCBOGHHBIM MaTepHajioM He
c(hOpPMHUPOBAHBI; OOJIBITHHCTBO
MIPEAYCMOTPEHHBIX Y4eOHOU IpOorpaMMoi
o0y4yeHHs yueOHBIX 3aJaHUI HE BBHITIOJTHECHO
00 Ka4eCTBO MX BBHITIOJHEHUS OLCHEHO
YHCIIOM 0aIoB, OJM3KAM K MHHUMAIEHOMY
TIPHU AOTOJTHHUTENEHO CaMOCTOSATEIEHON
paboTe Hax MaTepuaIoM Kypca BOZMOKHO

He 3auteno
MTOBBIIICHUE KaYeCTBA BBIITOTHCHUS YUEOHBIX
3aaHUI
HeynosnerBoputensHo 0-20 F — Hey10BIETBOPUTENHLHO — TEOPETHUUECKOE

cofiep’KaHUE Kypca HE OCBOCHO;
HEOOXOUMBIE MPAKTUIECKHIE HABBIKUA PaOOTHI
He c(hOPMHUPOBAHBI; BCE BHIIIOJTHEHHBIE
yueOHbIe 3aJJaHNs COZIep KaT IpyObIe OMNOKHY;
JIOTIOJTHUTENbHAsE CAMOCTOsITENIbHAS paboTa
HaJl MaTepHajIoM Kypca He IpUBEIET K
KaKOMY-JTH0O0 3HAYMMOMY HOBBIIIEHHIO
Ka4yecTBa BBHIIOJIHEHMS YUSOHBIX 3aJaHUH

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

Bomnpocs! AJ1s1 yCcTHOrO onpoca:

1. JlaiiTe onpenesieHUE TOHATUSA «TOKYMEHT.

2. Packpoiite mousitue «J10OY». HazoBure mpodeccrnonanbHbie TEPMHUHBI H
oTpesieieHus B 00JaCTH JEIONPOU3BOJICTBA.

3. HazoBute u packpoiite GyHKIIUN JOKYMEHTOB.



4. Kakue OCHOBHBIE 3aKOHBI B O0JIACTH OpraHU3aI[UH JEIONPOU3BOICTBA BB
3nHaere? HazoBuTe cojepkaHue TMakeTa o00s3aTEeNbHBIX 3aKOHOJATENbHBIX 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 ce0sl MOHITHE «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 BBeneHue 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 CPOKH COTJIACOBAHUS, U
BU3UPOBAHKUE TOKYMEHTOB.

11. Pacckaxxute O medyaTsx M IITaMIax NpeanpusTHil W opranuzanui. Ha
KakMX JIOKyMEHTax cTaBsTcsi nedarb? Kakue TpeOoBaHUS TpEeAbABISAIOT K
UCIIOJIb30BaHUIO repOOBOM TieuaTu?

12. PackpoiiTe conep:kaHue TOHSATUS «ympaBieHue». Ha3oBute CUCTEMBI
NOKYMEHTOB ympaBieHus. Packpoiite nonstue «OPJ[]». Kakue rpynmbel m BHIBI
JTOKYMEHTOB BXxoaiT B OP/1?

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

14. B 4yem ocoOenHoctu OnaHka jyuisi mucbma? Ha3oBUTE 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 JOKYMEHTOB, JailTe
XapaKTEPUCTUKY Kaxa0My Buay. [IpuBeuTe n3BECTHBIE BaM BUJIBI PETUCTPALUH.

17. JlaiiTe  XapaKTepUCTUKY yUPEAUTEIbHBIM JOKYMEHTAM U  YCTaBy
npennpusatra. Kakne BUpl yCTaBOB Bbl 3HaeTe?

18. Haiite  xapakrepuctuky nokymeHty «llomoskeHue» ©  HaA30BUTE
CTPYKTYPHBIE€ YACTH TEKCTa JOKYMEHTA U €r0 COAEPKaHMUS.

19. Jlaiite xapakTepucTuky nokyMeHty «MHcTpykuus». [IpuBenure npumMepsl.
JlomKHOCTHAst THCTPYKLHUS, CTpYKTypa Tekcta. Odopmnenune. O3HaKOMIIEHUE.

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

21. TlpaBuna BHYTpeHHETO TPYJA0BOIo pacnopsiika u [lonoxenue o nepconase.

22. JaiiTe XapaKTepUCTUKY PACTIOPSAUTEIbHBIM JOKYMEHTAM.

23. HazoBuTe BUIBI PACTIOPSIUTENBHBIX JOKYMEHTOB U OCOOEHHOCTH KaX0TO0.
Ha3zoBuTe CTpyKTypHBIE 4YacTH TEKCTa  PACHOPSAOUTENBHBIX  JOKYMEHTOB,
odopmieHue npeaMOyIIbl U PACTIOPSAUTEIHHON 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 MOHATHUE IIPOBEIECHUE KCIEPTU3BI LIEHHOCTH TIOKYMEHTa»?

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

28. Homenknatypa nen. 3Haduenue. CocraBneHue. Buabl HOMEHKIATYPBHI.

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

30. Kakue nokymMeHThl 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 BkiIOYAEeT B ceOd MOHATHE «(POPMUPOBAHUS» U «ODOPMIICHUSD J1ET?
HazoBute npusHaku oopMIeHHs 00JI0XKKH J1E.

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

34. Yto BKIIOYAET B ce0s MOHATHE «IOATOTOBKA JTOKYMEHTOB K apXHUBHOMY
XpaHeHno»? OyHKINH, 3aa41 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) HOMEDP KBApTHUPHI;

') Ha3BaHHE HACEJIEHHOTO MyHKTA;

1) Ha3BaHUE 00J1aCTH, Kpas, peCIyOJINKY;

€) CTpaHa;

’K) HOMED JIOMa;

3) Ha3BAHHE YJIMIIBI.

2. YHnpuuupoBaHHAs CHCTEMA JOKYMEHTALMHU — ITO:

a) cUCTeMa JOKYMEHTAIIMH, CO3/IaHHas M0 EAMHBIM IMpaBWIaM M TPEeOOBaHUSIM,
cozieprkarias nHGOpMaIio, HEOOXOUMYIO JIJIsl YIIPABICHUS B OMpeaesieHHON cdepe
NEeSATEeTLHOCTH;

0) yaudunmpoBanuble  (GOPMBI  TOKYMEHTOB, CHCTEMATHU3UPOBAHHBIC  TIO
GYHKIHSIM YIIpaBICHUS;



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

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

3. Bo3MOKHOCTH HCHOJIB30BAHUS (PAKCMMUJIE KAK COOCTBEHHOM IMOANMMCH
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'ocynapctBennniii  rep0d Poccuiickoit  ®epepanuu, repd cyObekra
Poccuiickoii  ®enepanuu, -sMOnema oOpraHu3alvM, TOBapHbIA 3HAK (3HAK
oOcCIy’)KMBaHUs), AaTa, HOMEP, MECTO COCTABJICHUS WU U3/1aHNUS;

0) OJ1aHK TTUCHMa;

B) 00mIMii OJaHK;

r) 6J1aHK KOHKPETHOTO BU/1a JOKYMEHTA.

5. Ilopsinok HAMUCAHKMS OYTOBOIO A/peca YCTAHOBJICH:

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

6)B 'OCT P 7.0.97-2025;

B) B [IpaBuiax okazaHus yciayr HOYTOBOM CBS3H.

6. PexkBU3UT «BU32» MOXKET BKJIKOYATh:

a) TOJDKHOCTh BU3HMPYIOUIETO, €ro MOJANUCH, PacliM(PpOBKY (MHULMAIBI H
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) IPUTJIALLICHHUSIX;

I') TapaHTHIHBIX;

1) THPOPMALIMOHHBIX.

8. Teker [AOKYMEHTOB COCTABJSKT HA TOCYAAapPCTBEHHOM fI3BIKE
Poccuiickoii ®enepanuv WJIH Ha TOCYJAPCTBEHHBIX $A3bIKAX CYObEKTOB
Poccuiickoii @egepaunu B COOTBETCTBUM C:

a) MpaBuja JEJIONPOU3BOJICTBA B defepalbHbIX OpraHax HWCIOJHUTEIbHON
BJIACTH;

0) 3akoHomarenscTBOM Poccuiickoit ®exepanuun u cyObekToB Poccuiickoii
denepanuu;

B) 'CHHOY;

') TAIOBOM MHCTPYKLKEHN MO JI€IONPOU3BO/ICTRY.

9. lesib10 CTAHAAPTU3AUM JOKYMEHTOB SIBJISICTCH:

a) IOpUANYECKOE 3aKpEIICHNE Pe3yIbTaTOB YHU(PHUKAIIUHN IOKYMEHTOB;



0) pazpaboTKa HOMEHKJIATYpy JEI;

B) CHCTEMaTH3aIusl JOKYMEHTOB B OpTraHU3alliy;

T) oOecreueHrne COXpaHHOCTH JOKYMEHTOB;

1) 3aIuTa KOHOUICHITNATLHOCTH HH(POpMAIIHIH.

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

a) (rep6, »oMOnema), KOJ OpraHu3alliyd, HAUMCHOBAHUS OpTraHU3alllH,
CIpaBOYHBIC JaHHBIC 00 oOpraHu3amu, 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 OpraHW3allid, KOJ OpTaHMW3aIluH, [aTa
JTOKyMEHTa, MECTO JIJISI POCTABJICHUS PETUCTPAIMOHHOTO HOMEpPa IOKYMEHTa, MECTO
W3JIaHUS TOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOJSIIETO TOKYMEHTA;

B) (rep0, oMOnema), HAMMEHOBAaHUS OpraHU3AIMKM, HAUMEHOBAHUS BHUA
JIOKyMEHTa, JaTra JOKYMEHTOB, KOJl (pOpMBI JOKYMEHTa, MECTO JUIsl IPOCTaBIICHUS
PErUCTPAllUOHHOTO HOMEpa JOKYMEHTa, CIpPAaBOYHBIC JaHHbIE 00 OpraHu3alui,
CCBhUIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, sMOiema), HaMMEHOBAHUS OPTraHMU3AIMHU, CIIPABOYHbBIC JaHHBIE 00
opranu3zanuu, koj opranuzanuu OI'PH, mecTo nis npoctaBieHus: JaThl JOKYMEHTA,
MECTO JIJIsl MPOCTABJICHUSI PETUCTPALIMOHHOTO HOMEpa JOKYMEHTA, CChIJIKa Ha HOMEP
U ATy BXOJSIIETO TOKYMEHTa, MECTO JJIS 3ar0JIOBKA K TEKCTY.

11. K opraHu3anmoOHHBIM IOKYMEHTAM OTHOCHATCS:
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;
€) TOJMMCH.
13. AKTBI cO31210TCS:
a) KOJUIETHAJIBHO;
0) Ha OnaHkax;
B) Ha COBCIIAHWM;
I')  BBIIECTOAIICH OpTaHU3AIINCH.
14. HopmaTuBHBIH aKT, HM3JaBaeMblii JAUPEKTOPOM 00pa30BaATEeIbLHOM
OPraHM3alui WIH YYpPeKIeHUus, 3TO:
a) TIpUKa3z;
0) TMOJOXeHue;
B) pacCHOpSKEHUE,;
r) peluIeHue.



15. Bo BpemMsi NpoM3BOACTBEHHOI0 COBECLIAHHUSI Y IMPEKTOPAa CEeKpeTaphb
3allUChIBAJI BBICTYIUICHUSI U NpPHHATHE pemieHusi. Kakoil JOKyMeHT cJiexyer
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 BU/IA JOKYMEHTA;

r) ajpecar;

1) HAUMEHOBaHWE OPTaHU3ALINY;

€) CChUIKa Ha JaTy PErucTPallMOHHBIA HOMED.

17. ®daxkc oTiim4aercsi OT NMCbMA MO 0POPMJIICHHIO TEM, YTO:

a) SIBJISIETCS HE NOJIMHHUKOM, a KOIHEN JOKYMEHTA;

0) COEP>KUT PsiZ JOTIOJIHUTENbHBIX PEKBU3UTOB;

B) IeyaTaeTcs Ha Tenedakce;

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

18. BbigesnTe M3 KaKUX pa3lesioB COCTOUT TEKCT NMPHUKA3a 10 OCHOBHOM
eI TeJIbHOCTH:

a) KOHCTaTHUPYIOUIUI U pacloOpsANTENbHbIN;

0) KOHCTAaTUPYIOIIUNA U TIOCTAHOBJISIIOIIINIA;

B) KOHCTATUPYIOIIHMI U TIPeAJIararoiuii;

I') OCHOBHOM M KOHCTaTUPYIOLLUH.

19. Bbizenure, B KaKOM H3 BHAOB [J0KYMEHTOB He€ IPOCTABJISIOTCS
PEKBU3UT HAUMEHOBAHMS BH/1A JOKYMEHTA.

a) 3asBJICHUE;

0) ciry)ke0HO0e TTHCHhMO;

B) JIOKJIQ/THAS 3aITHCKa,

I') JOJKHOCTHAs HHCTPYKIIUSI.

20. Pacnpenequre YyKa3aHHble HHXKe JOKYMEHTbI Ha 3 Trpynmbl:
a) opraHM3alUoOHHbIe, 0) pacnopsAAUTe/IbHbIC, B) HHPOPMALIMOHHO-CIIPABOYHbIE.
. Pesrome.

. JloJpKHOCTHAs! MHCTPYKLIMSL.
. Pacniopsbxkenue gupekropa.
. CBOIKa.
. [locTaHOBIEHNE KOJIJIETUH.
. MHCTpYyKIIKSA 11O 1€TONPOU3BOJICTBY.
. CnipaBka ¢ mecta paboThI.
. [Ipukas o nmpueme Ha paboTy.
. lItatHOE pacnucanue.
10. TpynoBoii 1OroBop.
11. Ilpurnamenue Ha BBICTABKY.
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12. Pernamenr.

21. Komuccusi mo paccjeloOBaHMIO T0Kapa, MPOU3OLIENANIero B
00pa3oBaTeIbHOM YUpPeKAeHUN, YCTAHOBUJIH PSJ (PAKTOB, KOTOPbIE MOCTYKUIU
NpUYMHON nmoxkapa. Kakoi 1OKyMeHT J0/I2KHA COCTABUTH KOMUCCHUSA?

a) AxT;

0) cipaBKy;

B) IOKJIAJHYIO 3aIMUCKY;

') HHCTPYKIIMIO O IPOTHUBOIOXKAPHOM 0€30MacHOCTH.

22.  JIOKYMEHT,  aJpecOBaHHBII  PYKOBOAMTE/JI0  OpPraHHM3aLuM,
coaep:Kaliuii  00CTOATEILCTBEHHOE M3JI0KeHHe KaKoro-iuéo Bompoca c
BbIBO/IaMHM U NMPEIJIOKEHUSIMHU COCTABJIEHUS, HA3bIBAETCS:

a) aKT;

0) npecTaBICHUE;

B) JIOKJIQJ(HAs 3aMHCKa;

) IPEAJIOKEHHUE.

23. JlaToii c1y:keOHOro MUChbMA SBJISIETCS 1aTa:

a) COCTaBJICHUS;

0) OTIIpaBJICHUS;

B) MO/ CAHUS,

T) IOJIYYEHHUS.

24. Cnucok NMPUCYTCTBYIOIIMX HAa 3acedaHuu odopmiisieTcs OTAeJIbHO U
NPHJIATAeTCsl K MPOTOKOJIY, €CJIM TAKOBbIX:

a) 6oinee 15;

0) 6oee 10;

B) OoJiee 25.

25. Odopmienne 00JI0KKH Jejia IS NOCJACAYIOIIEr0 XpPaHEHUs
onpeneJsieTcs:

a) CTaHAAapTOM;

0) MHCTpYKLHEN MO JEIONPOU3BOJICTBY;

B) PaCIOPSKEHUEM PYKOBOJIUTEIIS.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA MPOXOIUT B jrama:

a) 4eThIpE;

0) Tpu;

B) JIBa.

27. Homenkiartypa aeJ (padoumnii 3K3eMILIAP) NOMEUIAIOT HA:

a) CTOJIC, O CTEKIIOM;

0) nBepiie mkada c JOKyMEHTaMU,

B) BHYTPEHHEN CTOPOHE ABEPILIbI Ka(da ¢ JOKyMEHTaMHU.

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

a) YepHBbIM rpaUTHHIM KapaH/IaIlIoM;

0) YepHBIMH YEPHWIAMH;

B) KPACHBIM KapaHIaIIOM.

29. Bxoasinmue 10KYMEHTbI PerHCTPUPYIOTCH:

a) MOCJIe 03HAKOMJICHHUSI C HUMU PYKOBOJUTES;




0) B mepBOI MTOJIOBUHE JTHS TTOJTYICHUS;

B) /IO O3HAKOMJICHUS C HUMHU PYKOBOIUTEJIS.

30. Kaxxnasi oOpa3oBaTe/ibHAsi OpraHnu3anus 00si3aHa MMeTh:

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. PazneiuresIAMHU B CIIPABOYHOM KAPTOTEKE CJIYKAT:

a) Ha3BaHUA CTPYKTYPHBIX MMOJpa3/IeICHUI;

0) HampaBJIEeHUS ICSITCIHBHOCTH TIPEATPUITHUS;

B) IHM HEJICIIH, MECHIIA.

33. Ha ucxoasinieM JOKYMEHTe PEKBU3HUT «I1aTa» CTABUTCS:

a) COCTaBUTEJIEM JIOKYMEHTA;

0) Ipu perucTpaluy;

B) MOCJIE MOMTMCAHUS PYKOBOJUTEIICM.

34. Ecam B geJsie coaepsKarcsi JOKYMEHTbI Pa3jIMYHON HEHHOCTH, TO CPOK
XpaHeHHUs] YCTAHABJIUBAETCS:

a) OONbIINI;

0) MEHBIIINI;

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 OyiaHke popmara A4.

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

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

3ananme 4. CoctaBuTh U O(OPMHUTH AOKIAJHYIO 3alUCKy O HapyUIEHUU
TPYJIOBOM TUCUUIIIMHBI paOOTHUKOM. Bce peKBU3UTHI U 31€MEHTHI TEKCTA JOOABUTH
camocToaTenbHo. HamucaTh OOBSCHUTENBHYIO 3alUCKy OT HMMEHU pPaOOTHUKA,
HApYLIUTENS TPYAOBOM AUCIUIUIMHBI.

3ananme 5. Hanncatb 0TBETHOE MMCHhMO-0J1ar0JapHOCTh HA MO3[PABJICHHE.

2.2. OuleHOYHbIE CPEICTBA /I MPOMEKYTOYHOM aTTecTanuu (3a4er)
Bonpocsl AJ151 IpoBeAeHUs 3a4eTa:

1. IlonsATHE «JIOKYMEHT» U €T0 (PYHKIIUH.
2. Knaccudukanus JOKyMEHTOB.



3. CymHOCTh M OCHOBHOE Ha3HAY€HHE JOKYMEHTAI[MOHHOTO OOecreueHus
JeSATEIbHOCTH Tejarora.

4. CucreMbl JOKYMEHTAIIUH.

5. 3akoHO/aTeNIbHAsE U HOPMAaTUBHO-METOJIMYECKass 0a3a IOKYMEHTallMOHHOTO
oOecrieueHus yIpaBJICHHUS.

6. @opmysp TOKyMEHTA.

7. CocTaB peKBU3UTOB JJOKYMEHTOB.

8. TpeGoBanus K 0POPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeOoBanus k 61aHKaM JOKYMEHTOB.

10. Cucrema qoxkymMeHTAIMU B 00pa30BaTeIbHON OpraHU3aIlnH.

11. Opranuzanuonssie JOKyMeHTHI cucteMbl OPJI. O61mias xapakTepucTika u
Ha3HA4Y€HUE JOKYMEHTOB.

12. PacniopsinurenbHbie qokyMeHThI cuctembl OP/]. O061miast xapakTtepucTuka u
Ha3Ha4YeHHE JOKYMEHTOB.

13. UndopmariioHHO-clipaBouHble  TOKyMeHThl cucteMbl OPJ[.  OOmias
XapaKTepUCTUKA U Ha3HaYEHUE JOKYMEHTOB.

14. JlenoBoe nUCbMO KaKk OCHOBHOM BUJI IIEPETIUCKH.

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

16. OcobenHocTH 0(UIIMATBHO-AEIOBOTO CTUJISI COCTABIEHMSI TEKCTA JIEIIOBOTO
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. Tlopsimox 06pabOTKU BXOIAIINX TOKYMEHTOB. Peructpaius 10KyMEHTOB.

22. Tlopsiiok 06pabOTKU UCXOIAIINX TOKYMEHTOB.

23. Iopsiiok paboThl ¢ BHYTPEHHUMHU JJOKYMEHTaMHU.

24. HomeHkmnaTypa Jel.

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

26. Yaudukaims 10KyMEHTOB.

27. CranmapTu3aius J0KyMEHTOB.

28. Hymepatmst MHOTOCTPaHUYHOTO JOKYMEHTA.

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

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

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

32. Ciy>xeOHast 3aITUCKa: MOHATHE, HA3HAYEHUE, COCTaB PEKBU3HTOB.

33. O0bpsacHUTEIbHAS 3alMCKA: IOHATHE, HA3HAUYCHHUE, COCTAB PEKBH3UTOB.

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

35. CrpaBka: MoHsTHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

36. AKT, IpOTOKOJI: IIOHATHE, HA3HAYCHHUE, COCTaB PEKBU3HUTOB.

37. Ilpuka3s, pacnopsbkeHHe: MOHSATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.



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

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

40. omKHOCTHAsI MHCTPYKIIMS: TIOHSITHE, Ha3HAYEHHE, COCTAaB PEKBU3UTOB.

41. UHcTpykuMs 1O JEJIONPOU3BOJACTBY: TMOHSTHE, Ha3HAYEHHUE, COCTaB
PEKBU3UTOB.

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

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

44, OcoOeHHOCTH COCTABJICHUS TEKCTA IMTPOTOKOJIA.

45. OcoOeHHOCTH COCTaBJICHUS TEKCTa MTPUKa3a.

46. PexBu3uThl 1epb, sMOIEMa, TOBapHBIM 3HAK (3HAK OOCIYKUBaHHS), KO
bOopMBI JOKYMEHTA.

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

48. PekBU3UT CIpaBOYHBIC JIAaHHBIC 00 OpraHU3aI1H.

49. PexBU3UT HAMMEHOBAHHUE BU/IA JOKYMEHTA.

50. PexBu3uT nara 10KyMeHTA.

51. PekBU3UT perucTpalMOHHbIN HOMEp JOKYMEHTA.

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

53. PeKBU3UT MECTO COCTABJICHUS (M3AaHUs) IOKYMEHTA.

54. PekBU3UT rpud OrpaHUUYECHMS 10CTyNa K JOKYMEHTY.

55. PekBu3ur agpecar.

56. PexBU3UT rpud yTBEpKIACHUS TOKYMEHTA.

57. PEeKBU3UT 3arojlOBOK K TEKCTY.

58. PekBU3HUT TEKCT TOKYMEHTA.

59. PekBU3HUT OTMETKA O TIPHIIOKCHHH.

60. PexkBusut rpud coriacoBaHus TOKYMEHTA.

61. PexBusut Bu3a.

62. PekBU3UT MOAMUCH.

63. PekBu3uT oT™MeTKa 00 SJIEKTPOHHON MOATKCH.

64. PekBU3UT 1eyaTh.

65. PekBu3uT oT™METKa 00 UCTIOJTHUTEE.

66. PekBU3UT OTMETKA O 3aBEPEHUU KOIIHH.

67. PekBU3HUT OTMETKA O TIOCTYIUICHUH JTOKYMEHTA.

68. PexBu3uT pe3ontonus.

69. PexBU3UT OTMETKA O KOHTPOJIEC.

70. PexBU3UT OTMETKA O HaIIPaBJIECHUU JTOKYMEHTA B JEJIO.



