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1. MACHHOPT ®OHJA OIIEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHHA

®onx  ouneHouHbix cpenacts (POC) — HeorhemiieMas YacThb paboyeit
IPOrpamMMbl TUCHUIUTMHBI «/{0KyMEHTOOOOPOT B OpraHu3alrn» U MpeaHa3HaYeH I
KOHTPOJII W OLEHKH 0Opa30oBaTENbHBIX JOCTI)KCHUU CTYJEHTOB, OCBOMBIINX
porpamMmy JTUCHUILTAHBI.

1.2. Hesaun u 3aqa4u (pOHIA OLIEHOYHBIX CPEACTB

enp ®OC — yCcTaHOBUTH COOTBETCTBHE YPOBHSI MOATOTOBKH O0YYaromIerocs
tpeboBanusiM @DPI'OC BO OGakamaBpuatr 1o HampasieHuto mnoarotoBku 09.03.04
«IIporpammHasl MHXKEHEpHUs», YTBEPKICHHBIM MPUKa30oM MuHUCTEpCTBa 00pa3oBaHUS U
Hayku Poccuiickoit @eneparuu ot 19.09.2017 Ne 920 (c u3sMeHEHUSIMH U TOTIOTHEHUSMH) U
[IpodeccronanbHbIM CTaHIAPTOM, YTBEpKACHHBIM I[Ipukazom MuHHCTepcTBa Tpylaa M
coruanbHOM 3ammTel Poccuiickoit denepamnu «O0 yTBEepk)ACHUU MPO(HECCHOHAIBHOTO
cranaaprta 06.001 «IIporpammuct» ot 20.07.2022 Ne 424H.

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

[Ipouecc ocBOEHMsT TUCLUIUIMHBI HalpaBlieH Ha (OPMHUPOBAHUE CIEIYIOLINX
KOMIIETEHIIMH ¥ MHIUKATOPOB UX JTOCTHIKEHHUS:

Kox mo ®I'OC BO \ HNHaukaTop 10CTHKEHUA
YHuBepcaabHbIe
VK-4. YK-4.1.
Criocoben OCYIIECTBIIATh JIEJIOBYIO | 3HaeT JUTEPATyPHYIO bopmy

KOMMYHHUKAI[MI0 B YCTHOM M TNHMCBMEHHOH | FOCYJapCTBEHHOIO SI3bIKAa, OCHOBBI YCTHOH U
dopMax  Ha  TOCYJapCTBEHHOM  SI3bIKE | IMCbMEHHON KOMMYHHKAIIUM Ha WHOCTPAHHOM
Poccuiickoit @enepannn 1 MHOCTPAHHOM(BIX) | sI3bIKe, (YHKIMOHAJIbHBIE CTWIM POIHOIO
A3bIKe(ax) A3bIKa, TPEOOBAHMS K 1€JI0OBOM KOMMYHHKAIIMH.

1.4. Dranbl GopmMupoBaHHMSI KOMIETEHUMH M CpPeACTBA OLECHUBAHUA
YPOBHS X ¢()OPMUPOBAHHOCTH

. KoHTpOo/IbHO-0LIeHOYHBIE

Jransl popmupoBanus komnereHuuii | Komnerenuun

cpeacTBa / cnocod OleHUBAHUSA
Tema 1. Teoperuxo-npaBosle U | YK-4 BeicTymieHHEe Ha IPAKTUYECKHUX
HOPMAaTHBHBIE OCHOBBI 3aHATHUSAX, YCTHBIN OIPOC
JIOKYMEHTAllHOHHOT O o0ecrieueHus
yIpaBJICHUS
Tema 2. Crannaptuzanus nporecca | YK-4 BeicTynneHne Ha NpakTHYECKHX
JTOKYMEHTUPOBAHUS 3aHATHUSX, YCTHBIN OIPOC
Tema 3. Cucrema opranuzanuonto- | YK-4 BeicTymuieHME Ha IPAKTUYECKUX
pacnopsIUTENbHON JOKYMEHTALIMU 3aHATHUSX, YCTHBIN OIPOC
Tema 4. JlenoBoe nmucpbMo Kak ocHOBHOM | YK-4 BeicTymuieHME Ha IPAKTUYECKUX
BH/T IEPEIUCKH 3aHATHUSAX, YCTHBIN OIPOC
Tema 5. Opranmzanus | YK-4 BeicTymuieHME Ha IPAKTUYECKUX
JTIOKyMEHTOO0OpoTa  00pa3oBaTeNbHON 3aHATHUSX, YCTHBIN OMPOC
OpraHu3anuu




Tekymas arrecrauus YK-4 KonrponsHas pabora

IIpomeskyTouHAs aTTecTALMS YK-4 3ayer

1.5. Onucanue nokaszaresue (GOPMUPOBAHNS KOMIIECTECHIIMMT

Konx komnerenunu Pe3ysbTaThl chOPpMHPOBAHHOCTH

YK-4 3HaeT: MPUHIMUIBI KOMMYHHKAIMM B MNpOoQecCHOHAIBHOU cdepe,
KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B npoeCCHOHATIELHOM
B3aMMOJICHCTBUM; 3HAYEHHE KOMMYHHKAlMd B MpPO(ecCHOHATHEHOM
B3aUMO/ICHCTBUY; COBPEMEHHbBIC cpencTaa UH(OPMAIIMOHHO-

KOMMYHHKAIIMOHHBIX TEXHOJIOTHUH.

VYwMeer: co3gaBaTh Ha PYCCKOM M WHOCTPAHHOM SI3bIKE MHUCHbMEHHBIC
TEKCTBI

Hay4YHOTO u oUIHaTBEHO-IETIOBOTO cTUIIeH peun o
npodeccuoHanbHbIM ~ BompocaMm. [Ipou3BOOUTH  PEAAKTOPCKYI0 H
KOPPEKTOPCKYIO TMPaBKy TEKCTOB HAYYHOTO M OQPHUIUATBHO-IETOBOTO
CTHWJIEH peyd Ha PYCCKOM M MHOCTPAaHHOM si3bike. Mcronb3oBarh
TEXHOJIOTUHU q)OpMI/IpOBaHI/Iﬁ CUCTCMbl KOMMYHHUKAIIUU. aHAJIMU3UPOBATH
CUCTEMY KOMMYHHKAIIMOHHBIX CBS3€H B OpraHU3aIuu.

Bnaneer: peanuzanmeit crnocoOOB yCTHOM M NUCBMEHHOM — BUJOB
KOMMYHHKAIIH, B TOM 4YHCI€ Ha MHOCTPAHHOM S3BIKE,
IPEJICTaBICHUEM IUIAHOB W pPE3YyJbTaToB  NpodeccHOHATBHOU
JIESITEIBHOCTH C UCIOJIb30BaHUEM KOMMYHUKATHBHBIX TEXHOJIOTHH.

1.6. Kpurepuu oueHUBAHHMSI KOMIIETEHUMHA HA Pa3HbIX IJTanax Hux
(opMupoBanusn

KosmnuectBo
Bup yueOHoii padoThl 0a/1;10B
101010
Beinonnenue u 3amura npakTHUYECKUX padoT 40
KonTponbnas padota 15
KoHTpoiib caMmocTosITENhHOM paboThI 20
VYcTHBIN 3aueT 25
Bcero 100

HaxkonureanHas cucrteMa ounenuBanug mo 100-o0ajaabHoOM mKaJje

YerpipexoauibHas Cucrema
100-6annbHas | BykBenHas mkaja, coorBercTByiomas 100-
CHCTeMa OLleHMBAHUSA . OLIEHMBAHUSA
HIKaJIa 0a/JIbHOI HIKaJIe
JK3aMeHa 3ayera
OTiuaHO 90-100 A — OTIMYHO — TEOPETUIECKOE COJICPIKAHUE
Kypca 0CBOEHO IOJIHOCTBIO0, 03 poberos;
HEO0XOIMMBIE IPAKTHYECKUE HABBIKH PAOOTHI
C OCBOCHHBIM MaTepHaJIOM C(hOpMHUPOBAHBI,
BCE MIPEAyCMOTPEHHBIE MPOTPaMMOii
00y4eHust yueOHbIE 3aJaHus BBITTOJHEHBI,
3auTeHo

Ka4yeCTBO UX BBLINIOJIHEHHUS OLIEHEHO YUCIIOM
0aJuIoB, OJIM3KUM K MaKCHMAaJIbHOMY

Xoporo 83-89 B — oueHb X0poOIIO — TEOPETUUECKOE
COZIep’KaHUE Kypca OCBOECHO IIOJIHOCTHIO, 0e3
1po0eIoB; He0OX0AMMbIE TPaKTHYECKUE
HaBBIKH PaOOTHI C OCBOSHHBIM MaTepuajioM B




OCHOBHOM c(hOPMHPOBAHBI; BCE
IIPeAyCMOTPEHHbIE IPOrpPaMMON 00ydeHHs
yueOHbIe 3aaHusl BBIIIOJIHEHBI, KAYECTBO
BBINOJTHEHHS OOJIBIINHCTBA U3 HUX OLIEHEHO
YHCIIOM 0aJlJIOB, OJIM3KUM K MakCUMaJIbHOMY

Xopowo

75-82

C — X0poIIO — TEOPETUUECKOE COJIepIKaHHE
Kypca 0CBOCHO HOJIHOCTHIO; HEKOTOphIE
MPaKTUYECKHE HABBIKU Pa0OTHI C OCBOCHHBIM
MartepHrantoM c(hOPMHUPOBAHBI HENOCTATOYHO;
BCE IPEIYCMOTPEHHBIE IPOrPaMMOii
o0yueHus1 yueOHBIE 3aJaHUS BHITIOTHEHBI,
Ka4eCTBO BBIITOJHEHUS HM OJHOTO U3 HUX HE
OLICHEHO MUHHMaJIbHBIM YHCIIOM 0aJlIoB,
HEKOTOPbIE BUJIbI 33/1aHUH BBITIOJIHEHBI C
ouMOKaMu

y)lOBJ'IeTBOpI/ITeJ'H)HO

63-74

D — yJI0BIETBOPUTEIBHO — TEOPETHIECKOE
cofiep;KaHUE Kypca OCBOCHO YaCTUYHO, HO
po0eITbl He HOCST CYIECTBEHHOTO
Xapakrtepa; He0OXOJMbIE IPAKTUYECKHE
HaBBIKH PabOTHI C OCBOEHHBIM MaTepHaioM B
OCHOBHOM c(h)OPMHPOBAHBI; OOJIBITHHCTBO
MIPEAYyCMOTPEHHBIX MPOTPaMMOi 00yUeHUS
Y4eOHBIX 3aaHUH BBITIOIHEHO, HEKOTOPBIE 13
BBINTOJTHEHHBIX 3aJIJaHAHN cOJIep KaT OMIHOKH

YI[OBJ'ICTBOpI/ITeJ'IBHO

50-62

E — mocpencTBeHHO — TeOpeTHIECKOE
COZIepKaHNE Kypca OCBOSHO YaCTHYHO;
HEKOTOPBIC MPAKTUYCCKUEC HABBIKU PAOOTHI HE
c(hOpMHUPOBaHBI, MHOTHE TIPETYCMOTPEHHBIC
y4eOHO#l mporpaMMoii 00ydeHus yaeOHbIe
3a[laHus HE BBITIOJHEHBI JTMOO Ka4eCTBO
BBITIOJTHEHHBIX HEKOTOPBIX U3 HUX OLIEHEHO
YHCIIOM 0aJJIOB, OJU3KAM K MHHUMAJIbHOMY

HeynosnerBopurensHo

21-49

FX — Heyn0BIETBOPUTEIHHO — TEOPETUUECKOE
cofiepKaHNE Kypca OCBOCHO YaCTHYHO;
HEOOXOANMBIE MTPAKTHYECKNE HABBIKN PabOTHI
C OCBOCHHBIM MaTE€pHaJIOM HE
c(OPMHIPOBAHBL; OOIBITHHCTBO
IIPEAYCMOTPEHHBIX Y4eOHOH IIporpaMMoin
00y4eHHs y4eOHbIX 3a/laHNil HEe BBITOJIHEHO
71100 KaueCTBO UX BBHITIOJIHEHHUS OLICHEHO
YHUCIIOM 0aJJIOB, OJIM3KUM K MHHUMAaJIbHOMY
HPH JONOJIHUTEIBHO CAMOCTOSTEIbHON
paboTe HaJl MaTepUaIoM Kypca BO3MOXKHO
HIOBBIIICHHE KaueCTBa BBITIOJIHEHNUS yUeOHBIX
3aJaHuN

HeynosnerBopurensHo

0-20

F — Hey1OBJIETBOPHUTENHHO — TEOPETHIECKOE
Co/iepKaHue Kypca He OCBOCHO;
HE00XOJMMbIE IIPAKTHYECKUE HABBIKU PabOThI
He cOpMHUPOBAHbI; BCE BHINOJHCHHBIC
y4eOHBIC 3aJJaHusI COIepIKaT IpyOble OMINOKH;
JIOTIOJIHUTENbHASL CAMOCTOSITENbHAS paboTa
HaJl MaTepHaJIoOM Kypca He IPUBEIET K
KaKoOMY-JI100 3HAYMMOMY MOBBILICHHIO
Ka4yecTBa BBIIIOJIHEHHs YUSOHBIX 3aJIlaHU i

He 3aureno

2. KOHTPOJIBHO-OEHOYHBIE CPEJICTBA

2.1. OueHoYHbIE CPECTBA TEKYIIEr0 KOHTPOJIA (TUIOBBIE)

Bomnpocs! AJ1s1 ycTHOrO omnpoca:




1. JlaiiTe onpeneneHue MOHATHUS «TOKYMEHT.

2. Packpoiite monstue «OY». Ha3oBure mpodeccruoHanbHble TEPMUHBI U
onpeeneHus B 00JacTH JAeJIONPOU3BOJICTBA.

3. HazoBute u packpoiTe PyHKIIMH JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B O0JJACTH OpraHU3allM AEIONPOU3BOICTBA BbI
3Haete? HazoBute coaepkaHue TMakeTa O0O0SA3aTENbHBIX 3aKOHOAATEIbHBIX H
HOPMATHUBHBIX JOKYMEHTOB B oOsactu JIOVY.

5. HazoBute mpaBwiia yTBEpKACHHUS  JOKYMEHTOB. TpeOoBaHUs U
oopMIICHHE.

6. Kakue pekBU3UTHI SBIAIOTCS «IOPUAUYECKH 3HAYMMBIMKU»? [lpaBuna ux
odopmieHus. YTo BKITIOYAET B ce0s OHITHE «IIPaBOBasi OXpaHa JOKYMEHTOBY?

7. Ilpuegute mpuMepsl TOKYMEHTOB, KOTOPBIE MOJJIEKAT YTBEPKICHUIO U HA
KOTOPBIX CTaBUTCS nedath. Kak opopMIIsioTCs IepeuHr TakKuX JOKYMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBUU C KOTOPHIM O(QOPMIISIOT PEKBU3HUTHI
nokymeHToB cucteMbl OP/l. /lata BBeieHUE U 4TO OH ycTaHaBiuBaeT. HazoBure Bce
PEKBU3UTHI.

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

10. CormacoBanue u Bu3upoBanue. Ha3oBute BUABI U CPOKU COTJIACOBAHUS, U
BU3UPOBAHKE TOKYMEHTOB.

11. Pacckaxxute O medyaTsx M IITaMIax NpeanpusTHil W opranuzanui. Ha
KakMX JIOKyMeHTax cTaBsTcsi nedarb? Kakue TpeOoBaHUS MNpeAbsBIAIOT K
UCIOJIb30BaHUIO TepOOBOI neyaT?

12. PackpoiiTe conep:kaHue MOHATUS «ympaBieHue». HaszoBure cucteMsl
JOKYMEHTOB yrpaBieHusi. Packpoiite nonstue «OP[]». Kakue rpynmbel U BUIIbI
JIOKYMEHTOB BxoAsT B OP/]?

13. Pacckaxkxute 006 OCOOEHHOCTAX JJIEKTPOHHOTO IOKYMEHTa, JJIEKTPOHHON
NEPENUCKU U TpeOOBAHUAX, IPEIBABIAEMbIX K HEH.

14. B yem ocoOenHocTu OnaHka juisi mucbma? HazoBuTe pekBU3UTHI OJjlaHKa
JUTSl TUChbMA U PEKBU3UTHI CIY>KEOHOTO MUChMA.

15. Yto pernaMeHTHpYyeT TUIIOBAs MHCTPYKLMS 1O Aeaonpou3BoacTBy? Jlaiite
XapaKTEPUCTUKY OPTaHU3AMOHHBIM JOKYMEHTAaM U HA30BUTE UX BUJBI.

16. HazoBute Buabl WHGOPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JailTe
XapaKTEPUCTUKY Kaxa0My Buay. [IpuBenuTe n3BECTHBIE BaM BUBI PETUCTPALIUU.

17. Jaiite  XapakTepUCTUKY YUYPEOUTEIbHbIM JOKYMEHTaM U  YCTaBy
npennpusatrs. Kakre BUIIbI yCTaBOB Bbl 3HAETE?

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

19. JlaiiTe xapakTepucTuky nokyMeHTy «MHcTpykius». [IpuBeaurte npumepsi.
JloJDKHOCTHAsI MHCTPYKIIUS, CTpyKTypa Tekcta. OdopmieHue. O3HaKOMIICHHE.

20. [lITatnoe  pacnucanue (OCOOEHHOCTH  COCTaBJieHUs, OG(OPMIICHUS.
TpeOoBaHKE K UCTIOIB30BAHUIO YHU(PUITUPOBAHHBIX (POPM.

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

22. JlaiiTe XapaKTEpUCTUKY PACTIOPSAUTEIbHBIM JOKYMEHTAM.



23. HazoBute BU/IbI paCOPSAUTEIBHBIX TOKYMEHTOB U OCOOEHHOCTH KaXJ10TO.
Ha3zoBute CTpyKTypHBIE 4YacTH TEKCTa  PACHOPAOUTENBHBIX  JOKYMEHTOB,
oopmiieHne npeaMOyIIbl U PACTIOPSIUTEIBHON YacTH.

24. B yem ocobeHHOCTH ciyx)eOHbIXx THceMm? HazoBuTe BHUIBI CITy:KEOHBIX
nucem. Kakue Tpe6oBaHUs MPEIBABISIOTCS K TEKCTY CITY>KEOHBIX 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 KaX/J0My BHUIY JOKYMEHTOIIOTOKA, YKa)KUTE€ HMX OCOOECHHOCTH.
Kakum 06pa3oM onpenensercss JOKyMEHTO000POT NpeanpusaTus’?

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

29. IlogrotoBka JOKYMEHTOB K clade B BEIOMCTBEHHbIH apxuB. Cnaua
JOKYMEHTOB B apXuB opraHuzanud. Onucu JTOKYMEHTOB, HaxOJALIMXCS B Jele.
®dopma u conepkaHue akTa 00 YHUYTOKEHUH JOKYMEHTOB U JIE.

30. Kakue nokymMeHTHI He nojajiexxar perucrpanuu? Kak u 3auem Benercst yuer
TaKUX MOCTYTIJICHUI?

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

32. Yto BKIIOYaeT B cedsi MOHATHE «(HOPMUPOBAHUS» U «O(POPMIICHUS» Aen?
HazoBute npuszHaku opopmiieHus: 00JI0XKKHU JET.

33. Cpoku XpaHEHHsI JOKYMEHTOB B 3aBUCHUMOCTH HX 3HaumMmoctu. HazoBute
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OIPEAEIISIOT CPOKH XPAHEHUS.

34. Yto BKIIOYAET B ceOS MOHSATHE «IIOJATOTOBKA JIOKYMEHTOB K apXHBHOMY
xpaHeHno»? OyHKINH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTsl 1J151 NpOBeIeHUA KOHTPOJIbLHOM padoThI:

1. IlpaBWiIbHAs MOC/JE€I0BATEJBLHOCTh HANMUCAHMS 3JEMEHTOB IOYTOBOIO
aJpeca Ha MOYTOBBIX OTNPABJICHUAX:

a) MOYTOBBIN UHICKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEDP KBApTHUPHI;

I') HA3BaHHUE HACEJIEHHOTO 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,
cojieprkaiiias nHpopMaio, He0OXO0IUMYIO ISl YIIPABICHUS B ONIpEeACIeHHOM cdepe
NEeSATEIbHOCTH;



0) yaudunupoBanbie  (QOpMBI  JOKYMEHTOB, CHUCTEMATU3UPOBAHHBIE TIO
GyHKIHSIM YIIPaBIICHUS;
B) COBOKYITHOCTh JJOKYMEHTOB, YCTAaHOBJICHHBIX B COOTBETCTBUU C PEIIAEMBIMH

JOKYMEHTaMHU;
I') COBOKYIIHOCTh JOKYMEHTOB, CBsSI3aHHAas €IWHOOOPAa3HBIMH  IPAaBHJIAMH
o opMIIECHUS.
3. Bo3MOKHOCTH MCIOJb30BaHus (pakcHMMUJIe KaKk COOCTBEHHON TMOAMHCH
perjiaMmeHTHPYeTCs:

a) TpaXKJIaHCKUM KoJiekcoMm PD;

0) mpaBUJIaMu JIEJIONIPOU3BOACTBA B (peiepaibHBIX OpraHax HCIHOJHUTEIbLHOU
BJIACTH;

B) 'OCT P 7.0.97-2025.

4. Kakomy By 0JIaHKOB COOTBETCTBYET JJAHHbII HA0OP PeKBU3UTOB?

a) l'ocynapctBennniii  rep6 Poccuiickori  ®epepanuu, T1epd cyObekTa
Poccuiickoit  ®Depeparuu, sSMOiieMa OpraHW3allMd, TOBApHBIM 3HAK  (3HAK
o0cITyKUBaHUs), 1aTa, HOMEP, MECTO COCTABIICHUS WU U3/IaHMUS;

0) OJlaHK TUCHbMa;

B) 0OIIMii O/1aHK;

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 okazaHus ycayr MOYTOBOM CBSI3H.

6. PexkBU3UT «BU32» MOKET BKJIIOYATH:

a) TOJDKHOCTh  BU3HMPYIOUIETO, €ro TMOJNUCh, PacHM(PpPOBKY (MHULUAIBI U
dbamunus) u gary;

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

B) IOJIKHOCTh, TIOJAMKUCH AaTy;

I') IOJKHOCTB, OJMUCH, paciiu@poBky nognucu (@. 1. O.).

7. 'epOoBasi meyaTb NPOCTABJIAETCH HA MUCbMAX:

a) peKJIaMHBIX;

0) HAaMOMUHAHUSIX

B) IPUTJIALLICHHUSIX;

I') TapaHTHIHBIX;

1) ”HGOPMAITMOHHBIX.

8. Teker [AOKYMEHTOB COCTABJSIKOT HA TOCYAapPCTBEHHOM SI3bIKE
Poccmiickoii @enepauum MM HAa TOCYJIAPCTBEHHBIX S3bIKAX Cy0beKTOB
Poccuiickoit @egepauuu B COOTBETCTBUM C:

a) MpaBuja JEJIONPOU3BOJICTBA B deaepalbHbIX OpraHax HWCIOJHUTEIbHON
BJIACTH;

0) 3akoHosaTeNbecTBOM  Poccuiickoit denepanun 1 cyObekToB Poccuiickoi
Denepauuu;

B) 'CHHOY;

I') TUTIOBOM MHCTPYKIUEHN O JI€IONPOU3BOCTBY.



9. lleabio cTaHAAPTH3AIUM TOKYMEHTOB SIBJISIETCSI:

a) IOpUANYECKOE 3aKPEIICHNE Pe3yIbTaTOB YHU(PHUKAIIUHN TOKYyMEHTOB;

0) pa3paboTKa HOMEHKJIATYPY JIETT;

B) CHCTEMAaTH3aIlMs JOKyMEHTOB B OpTaHU3aINN;

r) o0ecrieyeHne COXpaHHOCTH TOKYMEHTOB;

1) 3anuTa KOHQUIESHITHATFHOCTH HH(POPMAITUH.

10. VYkakuTe BapUAHT OTBETOB, B KOTOPOM MNPABWJIbHO HA3BaHbI
PEKBU3UTHI 0JIAHKA NMUCbMA:

a) (rep6, »MOnema), KOJ OpraHu3alliyd, HAUMCHOBAHUS OpTraHU3allUU,
CIpaBOYHBIE JaHHbIE OO0 OpraHm3aiuu, KoJa (OpPMBI JOKyMEHTa, MECTO s
NPOCTABJICHHUS JaThl JOKYMEHTa, MECTO JUIsi TPOCTABICHUS PETUCTPAMOHHOTO
HOMEpa JIOKyMEHTa, CChIJIKa Ha HOMEp | JaTy BXOJIAIIETO TOKyMEHTA;

0) (rep0b, smOiiemMa), HaMMEHOBAHMs OpraHU3aIlM{, KOJI OpraHU3alldM, JaTra
JIOKYMEHTa, MECTO JUIsl IPOCTABJICHUSI PETUCTPALIMOHHOTO HOMEpPA IOKyMEHTa, MECTO
W3JIaHUS TOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOJSIIETO TOKYMCHTA;

B) (rep0d, »MONeMa), HAWMEHOBAaHUS OpraHW3allM¥, HAUMEHOBAaHUS BHUAA
JIOKyMEHTA, JaTa JOKYMEHTOB, KOJ (DOpMBI JOKYMEHTa, MECTO JUIsl TIPOCTaBICHUS
pPETUCTPALIMOHHOTO HOMEpa TOKYMEHTa, CIIPaBOYHBIC JaHHBIE 00 OpraHHU3allvH,
CCBIJIKA HAa HOMEP U ATy BXOSIIETO JOKYMEHTA;

r) (rep0, sMmOiemMa), HaMMEHOBaHUS OpraHU3allMy, CIPABOYHBIC JaHHBIE 00
opranuzanuu, koj opranuzanuu OI'PH, mecto st nmpoctaBieHust JaThl JOKYMEHTA,
MECTO JIJIsl MPOCTABJICHUSI PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChLIIKa Ha HOMEP
U JIaTy BXOJSIIIETO JOKYMEHTa, MECTO JUIsl 3aT0JIOBKA K TEKCTY.

11. K oprann3aumoHHbIM JOKYMEHTAM OTHOCATCS:
a) TMPOTOKOII,
0) ycras;

B) MHCTPYKIIUS;
I) 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;
€) TMOAIUCH.
13. AKTBI co3par0TCH:
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) PpELICHHUE.

15. Bo BpeMsi NpoM3BOACTBEHHOI'0 COBCIIAHUS Yy JIMPEKTOpPa CeKpeTaphb
3allUChIBAJI BBICTYIUIEHUSI U TpUHATHE pemeHusi. Kakoil ToOKymeHT ciiexyer
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) MOJIMHKCH;

B) HAUMEHOBAHUE BUA IOKYMEHTA;

r) ajpecar;

1) HAMMEHOBaHUE OpPraHU3aLUu;

€) 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) 1euaraercs Ha Tenedakce;

') HE MOXET OBITh 3aBEPEH MEUYATHIO.

18. BbigesnTe U3 KaKUX pa3[iesiOB COCTOUT TEKCT NMPHUKA3a MO0 OCHOBHOM
NeSITeJIbHOCTH:

a) KOHCTAaTUPYIOIINIA U pacropsAUTEIbHbIN;

0) KOHCTATUPYIOIIHUHA B TTOCTAHOBJISIOIINIA;,

B) KOHCTaTUPYIOIIUN U TTpeaaratonuii;

I') OCHOBHOM M KOHCTaTUPYIOIIUH.

19. Bblaenure, B KaKOM U3 BHIOB JOKYMEHTOB He MPOCTABJISIOTCS
PEKBU3UT HAUMEHOBAHMS BH/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) pacnopsAAUuTe/IbHbIC, B) HHPOPMALIMOHHO-CIIPABOYHbIE.
. Pesrome.

. JJomkHOCTHAs MHCTPYKLIHUSL.

. Pacniopsbxkenue qupekropa.

. CBOIKa.

. [locTaHOBIEHNE KOJIJIETUH.

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

. [Ipukas o npueme Ha paboTy.

. lItatHOE pacniucanue.

OCooO~NOoO Ol WN -



10. TpynoBoii 10T0OBOP.

11. IlpurnameHue Ha BHICTABKY.

12. Permament.

21. Kommumccusi mo paccielOBAaHMI0 I0Kapa, MPOW30LIeNIIero 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 MIPOTUBOMOXKAPHOM 0€3011aCHOCTH.

22.  JIOKyMeHT, AaJApecOBAHHbI  PYKOBOAMTEJI0  OPraHU3aLNH,
coJep:Kaliuii  00CTOSITEILCTBEHHOE M3JI0KEHHEe KaKoro-jiuéo Bompoca ¢
BbIBOJIAMH U MPeEIJI0KeHUSIMHU COCTABJICHNS, HA3bIBAETCH:

a) aKT;

0) npencTaBiICHUE;

B) JOKJIaTHAs 3aIIUCKa;

I') OPeJIOKEHNUE.

23. JlaToi c1yKe0HOI0 MUCbMA SABJIAETCH 1aTa:

a) COCTaBJICHUS,

0) OTIIpaBJICHUS;

B) MO/ CAHUS,

T) IOJIYYEHHUS.

24. Cnucoxk NMpUCYTCTBYKOUIMX HA 3acelaHuM odopmisieTcsi OTAEIbLHO H
NpUJIAraeTcsi K NPpOTOKOJIY, eCJIM TAKOBBIX:

a) oosee 15;

0) 6omee 10;

B) OoJiee 25.

25. Odopmienne 00JI0KKM JAejia IS MOCJACAYIOLIEr0 XpPaHEHHs
onpejaessieTcs:

a) CTaHAapTOM;

0) MTHCTPYKIMEH 1O JeT0NPOU3BOICTBY;

B) pacropsbKEHUEM PYKOBOIUTES.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA IPOXOAUT B ramna:

a) 4eThIpE;

0) Tpu;

B) JIBa.

27. Homenkjartypa aes (pado4uii 3K3eMILIsSIP) NMOMENIAKOT HA:

a) CTOoJIe, IO CTEKJIOM;

0) nBepiie mkada ¢ JOKyMEHTaMU;

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 03HAKOMJICHHUSI C HUMU PYKOBOIUTENS;

0) B IepBOM TTOJIOBUHE JTHS TTOJTYICHHUS;

B) 10 O3HAKOMJICHUSI C HUMU PYKOBOIUTEIIS.

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

a) CBOAHYIO0 HOMEHKJIATYpy;

0) MHIUBHUIYATBHYI0 HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYPY.

31. 3a CKOJbKO [JHell 0 HMCHOJHEHHsI MPOBOAAT NpeaynpeauTeJ bHbII
KOHTPOJIb?

a) 1Ba;

0) o1uH;

B) TPH.

32. PazgesuresiAMHU B CIIPABOYHOM KAPTOTEKE CJIIYKAT:

a) Ha3BaHUA CTPYKTYPHBIX MOJpa3/ICICHUIT;

0) HampaBJIeHUs AEATENbHOCTU MPEANPUATHS;

B) JIHU HEJICIH, MECsIIIa.

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

a) COCTaBUTENIEM JIOKYMEHTA;

0) npu perucTpanuy;

B) MOCJIE MONUCAHUS PYKOBOIUTEIIEM.

34. Eciiu B JeJie coepKaTcs JOKYMEHTbI PA3JIHYHON IEHHOCTH, TO CPOK
XpaHEeHHs YCTAHABJIHUBAETCH:

a) OOJIBIINI;

0) MEHBIIIHIA;

B) CpeIHUM.

3ajaHus QI CAaMOCTOSATEIbHOM Pad0ThI

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

3ananme 2. M300pa3ure cxeMaTHYECKU KJIACCU(DHUKALIMIO TOKYMEHTOB.

3ananme 3. Beimumure Ha guct (opmata A4 Bce npaBuiia oGOpMIICHUS
TEeKCTa JOKYMEHTa: HWHTepBasibl, mpudThl U T. A. B coorBeTcTBUU ¢ ['OCT P
7.0.97-2025.

3aganme 4. CoctaBuTh W OGOPMHUTH JOKIATHYIO 3alUCKy O HApyIICHUH
TPYZOBOM NHUCUUIUIMHBI paOOTHUKOM. Bce peKkBU3HUTHI U 3JIEMEHTHI TEKCTa 100aBUThH
camocTosiTenbHO. HamucaTh OOBSICHUTENbHYIO 3alHMCKy OT HMEHH pabOTHHUKA,
HapyILIUTENS TPYAOBOM AUCIUIUIMHBI.

3apanme 5. Hanucatb oTBETHOE MMCHhMO-01ar0JapHOCTh HA MO3[PABJICHHE.

2.2. OuleHOYHbBIE CPeICTBA JI IPOMEKYTOYHOM aTTecTanum (3a4er)

Bonpoce! /151 IpoBeieHUs1 3a4eTa:
1. [ToHsITHE «JIOKYMEHT» U €r0 (PYyHKIIUH.



2. Knaccudukamust JOKyMEHTOB.

3. CymHOCT, W OCHOBHOE HAa3HAYCHHE OKYMEHTAI[MOHHOTO OOECTICUCHHUS
JeSATEILHOCTH TIeIarora.

4. CucreMbl JOKYMEHTALIMH.

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

6. @opmymsip TOKyMEHTA.

7. CocTaB peKBU3HUTOB JOKYMEHTOB.

8. TpeboBanus Kk 0pOPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpebGoBanus K G1aHKaM JTOKYMEHTOB.

10. Cucrema nqoKyMeHTaIIMU B 00pa30BaTeNbHON OpraHu3alvu.

11. Opranuzamionnsie J0KyMeHTbl cucteMbl OPJl. O0mias xapakTepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

12. PacniopsinutenbHbie JoKyMeHThI cuctembl OPJ. OO0riast 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 CTHIIS COCTaBICHUS TEKCTA JIETOBOTO
UChMa.

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

18. DnexTpoHHas nepenucka. JINeKTPOHHBIN TOKYMEHT.

19. Opranu3zaius 10KyMeHTo000poTa 00pa3oBaTeNbHON OpraHU3alltu.

20. ®opMbl  opraHu3anuu paboOThl € JOKyMeHTaMu. JIOKyMeHTOOOOpOT.
JIOKyMEHTOIOTOKH.

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

22. Tlopsimok 06pabOTKK UCXOASIINX TOKYMEHTOB.

23. Tlopsimok paboThl C BHYTPEHHUMH JJOKYMEHTaMHU.

24. HomeHkaTypa Jel.

25. ®opmupoBanue,  odopmieHHEe,  XpaHEHHE  Jel B TEKyIIeM
JIEIONPOU3BOICTBE.

26. Yaudukaims 10KyMEHTOB.

27. CtannapTu3aius J0KyMEHTOB.

28. Hymepaiyisi MHOTOCTPaHUYHOTO JJOKYMEHTA.

29. pudTel, KETIK U TOJS, TPUMEHSIEMbIE TP 0OPMIIEHUN JJOKYMEHTOB.

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

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

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

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

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

35. CrpaBka: MoHsATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

36. AKT, TPOTOKOJI: IOHITHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.



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

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

39. YcraB, mosioKeHUE: TIOHITHE, HA3HAYCHHE, COCTAB PEKBU3UTOB.

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

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

42. IlpaBuna: moHATHE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

43. KonneKkTUBHBIN JOTOBOP: MOHSATHE, HA3HAYEHUE, COCTaB PEKBU3HUTOB.

44, OcoOEHHOCTH COCTaBJICHHUS TEKCTa MPOTOKOJIA.

45. OcoOEHHOCTH COCTaBJICHHUS TEKCTa IIpUKa3a.

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

47. PekBU3UT HaUMEHOBAHHE OpPraHU3allMi, HAWUMEHOBAHUE CTPYKTYPHOTO
Mo/Ipa3iesieHus], HANMEHOBAHUE JOJKHOCTH JIUTIA.

48. PexBU3UT CTIpaBOYHBIC TaHHBIC 00 OpraHU3aIlNH.

49. PexBM3UT HAMMEHOBAHUE 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 (M34aHMs) TOKYMEHTA.

54. PexBu3UT rpud orpaHUYCHUSI IOCTYTA K TOKYMEHTY.

55. PexBusuT aapecar.

56. PexBu3uT rpud yTBEp:KIEHUS JOKYMEHTA.

57. PeKBU3HT 3arojIOBOK K TEKCTY.

58. PEKBU3HT TEKCT JOKyMEHTA.

59. PekBU3HUT OTMETKA O IPHIIOKCHHH.

60. PekBusut rpud coriacoBaHMs TOKYMEHTA.

61. PekBusuT BH3a.

62. PexBU3UT ITOAITUCH.

63. PexBuU3HUT 0TMETKA 00 JIEKTPOHHOM MOAIHUCH.

64. PekBU3HT IeYaTh.

65. PekBu3HUT OTMETKA 00 HCTIOTHUTEE.

66. PekBU3UT OTMETKA O 3aBEPEHUU KOIIHH.

67. PekBU3UT OTMETKA O MOCTYIUICHUH JIOKYMEHTA.

68. PexBu3uT pe3ororusi.

69. PexBu3UT OTMETKA O KOHTPOJIC.

70. PekBU3UT OTMETKA O HAMPABJICHUH IOKYMEHTA B JEJIO.



