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1. MACHHOPT ®OHJAA OINEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHHA

®onx  ouneHouHbix cpenacts (POC) — HeorhemiieMas YacThb paboyeit
IpOrpamMMbl  JUCUUIUIMHBL  «J[OKYMEHTalHOHHOE OOECIEYEeHHE JEeATEIbHOCTH
nejarora» M npeaHa3HayeH il KOHTPOJISI U OLEHKH 00pa30BaTENbHBIX JOCTHKECHHIM
CTYJIEHTOB, OCBOUBILUX POrPAMMY JUCLUIIINHABIL.

1.2. Hesaun u 3aqa4u (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKU OOYYarOIIETOCS
tpeboBanusiM PI'OC BO OakamaBpuar mo HampabiieHHIO noarotoBku 44.03.01
«Ilemarornueckoe 00pa3oBaHHE», YTBEPKIECHHBIM TMpHUKa3oM MUHHCTEPCTBA
oOpazoBanuss u Hayku Poccuiickoit ®enepamuu ot 22.02.2018 Ne 121 (c
U3MCHEHUSIMU W JomnojHeHusMu) ©  [IpodeccnoHanbHBIM  CTaHIAPTOM,
yTBep)kaeHHbIM [Iprkazom MuHucTepcTBa Tpy1a CONMAIBHON 3amuThl Poccniickon
®denepauuu YTBEPKICHUH po(EeCCUOHATIBEHOTO cTaHaapra «IIenaror
(memaroruyeckasl JESTENBHOCTh JIOIIKOJbHOM, HAyaJlbHOM OOIIEM, OCHOBHOM
oO1ieM, cpeiHeM o0ieM oOpa3oBaHuMU) (BocmUTaTesb, yunutelb)» oT 08.10.2013 Ne
544n.

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

[Iporiecc ocBoeHUsT AUCIUILUIMHBI HANpaBlieH Ha (GOPMHUPOBAHUE CIIEAYIOIIUX
KOMIIETEHIIMHA U UHIUKATOPOB UX JIOCTUKEHHUS:

Kox mo ®I'OC BO \ HNHaukaTop 10CTHKEHUS
YHUBEpCaIbHbBIE
YK-4. YK-4.1.
Crioco6eH oCyleCTBIATh JIEIOBYIO Hcnonp3yeT  A3BIKOBBIE  CpencTBa I
KOMMYHHUKAIUIO B YCTHON U ITMCbMEHHON JOCTHKEHUs TMPO(PECCHOHANBHBIX IeNeil Ha

PYCCKOM U HMHOCTpPaHHOM(BIX) s3bIKe(aX) B
pamMKax MEKIUYHOCTHOTO M MEXKKYJIBTYPHOTO
oO0IIeHuSI.

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

1.4. Dranbl (QopMHpOBaHUSI KOMIETEHUHH W CpeICTBa OLECHUBAHWSA
YPOBHs UX ¢OPMHPOBAHHOCTH

. KoHTpo/IbHO-0LIeHOYHBIE

Jrtansl popmupoBanus komnereHuuii | Komnerenuun

cpeacTsa / cnocod OleHUBAHUSA
Tema 1. Teoperuko-npaBoBeie u | YK-4 BricTynuieHne Ha DpPakTUYECKHX
HOPMAaTUBHBIE OCHOBBI 3aHATHUSAX, YCTHBIN OIIPOC
JIOKYMEHTAllHOHHOT O obecrnieueHus
yIpaBJIEHUs
Tema 2. Crannaptuzamus nporecca | YK-4 BeicTymuieHME Ha IPAKTUYECKUX
JTOKYMEHTUPOBAHUS 3aHATHUSX, YCTHBIN OIPOC
Tema 3. Cucrema opranuzanuonto- | YK-4 BeicTymuieHMe Ha IPAKTUYECKUX
pacnopsIUTENbHON JOKYMEHTALIMU 3aHATHUSAX, YCTHBIN OIPOC




Tema 4. JlenoBoe nucbmMo kak ocHoBHOU | YK-4 BeicTymuieHHE Ha IPAKTUYECKHUX
BUJI IEPETUCKU 3aHATHSX, YCTHBIHM onpoc

Tema 5. Opranuzanus | YK-4 BeicTymuieHMe Ha IPAKTUYECKHUX
JOKyMeHToo0opoTa  00pa3oBaTesIbHON 3aHATHUAX, YCTHBIHN onpoc
OpraHu3aluu

Tekymas arrectauus YK-4 KontposbHas padota
IIpomeskyTouHAs aTTecTALMS YK-4 3ayer

1.5. Onucanue nokaszarese (POPMUPOBAHNS KOMIIECTECHIIMI

Kox komnerennumn Pe3ysabTarhl ¢GOPMHUPOBAHHOCTH

YK-4 3HaET: HOPMBI PYCCKOTO JIUTEPATYPHOTO S3bIKA MPU €r0 HUCIOJIb30BaHUN
B KayecTBe TIOCyAapCTBEHHOro s3blka Poccuiickoii ®enepauuu u
HOpPMaMH HMHOCTPAHHOTO(BIX) S3bIKA(OB), HCIOIB3YET Pa3IMUHbIC
(GbopMbI, BUJIbI YCTHON U MUCbMEHHON KOMMYHUKAIIUU.

YMeer: HUCHOJIB30BaTh  SA3BIKOBBIE  CPEJCTBA  JJIsi  JTOCTHIKCHUS
npodecCHOHANBHBIX IeJIel Ha PYCCKOM W MHOCTPaHHOM(BIX) sI3bIKe(ax)
B paMKaX MEXJIMYHOCTHOT'O U MEXKKYJIbTYPHOT'O OOIIICHHUS.

Brnageer: HaBbIKaMH OCYIIECTBICHHS KOMMYHHKaluii B IUGPOBOI
cpene sl JOCTYDKCHHS TpodeccHOoHANBHBIX Teled U 3()PeKTUBHOTO
B3aMMOJICHCTBHSL.

1.6. Kpurepuu oOueHUBAHMSI KOMIIETEHUMHA HAa Pa3HbIX IJTanax Hux
(opMupoBanusn

KonuyectBo
Bup yueOHoit padoThl 0a/1;10B
101010
BrImosnHeHne u 3anpTa NpakTHIecKuX paboT 40
KonTponbnas padota 15
Kontpomas camocrosaTenbHOi paboTh 20
VYcTHBIN 3aueT 25
Bcero 100

HaxkonureanHas cucremMa ounenuBanug mo 100-o0ajaabHoOM mKaJjie

YerpipexoauibHAS Cucrema
100-6anapbHas | BykBenHas mkaJja, coorBercTByfomas 100-
CHCTeMa OLleHMBAHUSA OLIEHMBAHUSA

mKaJa 0aJTIbHOM IIKaJIe
JK3aMeHa 3ayera

OTiuaHO 90-100 A — OTIMYHO — TEOPETUIECKOE COJICPIKAHUE
Kypca OCBOCHO MOJHOCTEI0, 6e3 po0elioB;
HE00XOJUMbIE IPAKTHYECKUE HABBIKK PaOOTHI
C OCBOCHHBIM MaTepHaJIOM ChOpMHUPOBAHBI;
BCE MIPEAyCMOTPEHHbIE TPOTPaMMOii
00yueHus y4eOHbIe 3a1aHHs BBIOJIHEHBI,
Ka4eCTBO MX BBIIOJHEHHsI OLIEHEHO YHUCIIOM

3a4reHo
6auI0B, OJIM3KUM K MAKCHMAJIbHOMY

Xoportio 83-89 B — 04eHb XOPOIIIO — TEOPETUUECKOE
cojiepkaHne Kypca OCBOEHO MOJHOCTHIO, 6e3
po6eioB; HEOOXOAUMbIE TPAKTHIECKUE
HaBBIKU PabOTHI ¢ OCBOEHHBIM MAaTEPHAIOM B
OCHOBHOM C(hOPMHPOBAHBI; BCE
[IPEyCMOTPEHHbIE IPOrPaMMOii 00yUeHH s




yqeﬁﬂme 3aJaHusl BBIIIOJIHCHBI, KAUECTBO
BBIMOJIHEHUS OOJILIIMHCTBA U3 HUX OLICHCHO
YHUCJIOM GaHJ'IOB, OJIM3KUM K MaKCUMaJIbHOMY

Xopowo

75-82

C — XOpO1IIO — TEOPETUUECKOE COJICPIKaHUe
Kypca 0CBOCHO HOJIHOCTHIO; HEKOTOPBIE
MIPaKTHYECKHE HAaBBIKK pabOThl C OCBOCHHBIM
MarepualioM chopMHPOBaHbI HEOCTATOYHO;
BCE IPELyCMOTPEHHBIE IPOrPaMMOii
o0yueHus1 yueOHBIE 3a1aHUS BHITIOTHEHBI,
Ka4eCTBO BBIITOJHEHHUS HU OJJHOTO U3 HUX HE
OLICHEHO MUHHMaJIbHBIM YHCIIOM 0aJlIoB,
HEKOTOpPbIC BU/BI 331aHUI1 BEITIOJIHEHBI €
OIIMOKaMu

Y 10BJIETBOPUTEIHHO

63-74

D — yJI0BIETBOPUTEIBHO — TEOPETHIECKOE
COZIepKaHUE Kypca OCBOCHO YaCTUYHO, HO
poOEIBl He HOCAT CYIIECTBECHHOTO
XapakTepa; HeOOXOJMMBIC MPAKTUICCKUC
HABBIKH Pa0OTHI C OCBOCHHBIM MAaTEPHUAJIOM B
OCHOBHOM c(hOpMHUPOBaHBI; OOJIBIIUHCTBO
MPEyCMOTPECHHBIX MPOrPaMMOi 00YICHHUS
y4eOHBIX 3a[aHUil BBITIOIIHEHO, HEKOTOPBIC 13
BBIMOJHEHHBIX 3aJaHU COMIEPIKAT OMIHOKH

YI[OBJ'ICTBOpI/ITeJ'IBHO

50-62

E — mocpencTBeHHO — TeOpeTHIECKOE
COJIepKaHNE Kypca OCBOSHO YaCTHYHO;
HEKOTOpHIC PAKTUIECKUE HABBIKU pabOTHI HE
c(OopMHIPOBaHBI, MHOTHE TIPETYCMOTPEHHEIE
y4eOHO# mporpaMmoii 00ydeHus yaeOHbIe
3a[laHus HE BBITIOJHEHBI JTHOO Ka4eCTBO
BBITIOJTHEHHBIX HEKOTOPBIX U3 HUX OLIEHEHO
YHCJIOM 0aJJIOB, OJU3KAM K MHHAMAJILHOMY

HeynosnerBopurensHo

21-49

FX — Heyn0BIETBOPUTEIHHO — TEOPETUUECKOE
CoZlep>KaHUe Kypca OCBOSHO YaCTUYHO;
HEOOXOANMBIE MTPAKTHYECKHUE HABBIKU pabOThI
C OCBOCHHBIM MaTEepHAJIOM He
c(OPMHIPOBAHBL; OOIBITHHCTBO
NPEeyCMOTPEHHBIX Y4eOHOI mporpaMMoit
00y4eHust y4eOHBIX 3a/IaHUI HE BBIOJIHEHO
100 Ka4eCTBO MX BBIIOJIHEHHS OLIEHEHO
YHCIIOM OAIIIOB, OJM3KUM K MUHUMAIEHOMY;
HPH JONOJHUTEIBHO CAMOCTOSTEIbHON
paboTe HaJl MaTepUaIoOM Kypca BO3MOXKHO
HIOBBIIIEHHE KaueCTBa BBITIOJIHEHNUS yUeOHBIX
3aJlaHUI

HeynosnerBopurenbHo

0-20

F — HEyI0BIETBOPUTEIHHO — TEOPETHIECKOE
coziepKaHue Kypca HE OCBOCHO;
HE00XOJMMbIe IIPAKTHYECKUE HABBIKU PaOOThI
He cOpMHUPOBAHbI; BCE BHINOJHCHHBIC
y4eOHBIC 3aJJaHusI COIepIKaT IpyOble OMINOKH,
JIOTIOJIHUTENbHASL CAMOCTOSTENbHAs paboTa
HaJ| MaTepHajIoM Kypca He IIPUBEIeT K
KaKOMy-JIH0O 3HAYMMOMY ITOBBILICHUIO
Ka4ecTBa BBITIOJIHEHUS YUeOHBIX 3aaHui

He 3aureno

2. KOHTPOJIBHO-OINEHOYHBIE CPEACTBA

2.1. OueHoYHbIE CPECTBA TEKYIIEr0 KOHTPOJIA (TUIOBBIE)

Bomnpocs! AJ1s1 ycTHOrO omnpoca:
1. JlaiiTe onpenesieHHE NOHATUS «TOKYMEHT.




2. Packpoitite nonstue «JAOVY». HazoBute mnpodeccuoHaibHbie TEPMUHBI U
OTpeseNeHus B 00JIacTH AETONPOU3BOICTBA.

3. HazoBute u packpoiTe PyHKIIMH JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B 00JJACTH OpraHU3allK AEJIONPOU3BOICTBA BbI
3Haete? HazoBute coaepkaHue TMakeTa O0O0SM3aTENIbHBIX 3aKOHOAATEIbHBIX H
HOPMAaTUBHBIX JOKyMEHTOB B obsactu JJOVY.

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

6. Kakue pekBU3UTHI SBIAIOTCS «IOPUAUYECKH 3HAYMMbIMH»? [lpaBuna ux
odopmieHus. UTo BKIIIOYAET B ce0s OHITHE «IIPaBOBasi OXpaHa JOKYMEHTOBY?

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

8. HazoBute 3aKkoH, B COOTBETCTBUU C KOTOPBHIM O(GOPMIISIOT PEKBU3UTHI
nokymeHToB cuctembl OPJI. JlaTa BBeneHue u 4to OH ycTaHaBiuBaeT. HazoBure Bce
PEKBU3UTHI.

9. HazoBure pekBH3UTHI 00mIero OnaHka W OiaHka mis muckMa. [lpaBuia
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 meyaTsx M IITaMIax NpeAnpusTHil W opranuzanuii. Ha
KaKuX JIOKyMeHTax craBsTcsi medarb? Kakue TpeOoBaHUS TMPEABSBISIOT K
UCIOJIb30BaHUIO TepOOBOI neuaT?

12. PackpoiiTe coaepkaHue TOHSITHS «ympaBieHue». HazoBuTe cucTeMbl
JOKYMEHTOB yrpaBieHus. Packpoiite nonstue «OP/]». Kakue rpymnmbsl U BUIIbBI
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. Yo pernmaMeHTUpYET TUIIOBAsE MHCTPYKIMS MO Aesonpou3BoactBy? Jlaiite
XapaKTEPUCTUKY OPTaHU3AUOHHBIM JTOKYMEHTAaM U HA30BUTE UX BUJBI.

16. HazoButre Buasl WHGOPMALMOHHO-CIPABOYHBIX JIOKYMEHTOB, JalTe
XapaKkTepUCTUKY KaKJIoMy BUly. [IpuBennTe u3BeCTHbIE BaM BHUJIbl PETHUCTPALINH.

17. JlaiiTe  XapaKTepUCTUKY YyUPEAUTEIbHBIM JOKYMEHTaM U  YCTaBy
npeanpusitua. Kakue Buabpl ycTaBoB Bbl 3HaeTE?

18. Jlaiite  xapaktepuctuky jAokymeHty «llojokeHue» ©  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.
TpeOoBaHUE K UCTIOIB30BAHUIO YHU(PHUITUPOBAHHBIX (POPM.

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

22. JlaiiTe XapaKTepUCTUKY paCTIOPSAUTEbHBIM JOKYMEHTAM.



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

24. B 4yem 0coOeHHOCTH CiykeOHbIX TmcemM? HazoBuTe BHABI CITy)KEOHBIX
nucem. Kakue Tpe6oBaHUs MPEeIbABISIOTCS K TEKCTY CITYKEOHBIX MuceM?

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

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

27. PackpoiiTe TOHATUS <«JIOKYMEHTOOOOPOT», «IOKyMEHTOIOTOKW». Jlaiite
XapaKTEPUCTUKY KaXJ0My BHIY JOKYMEHTOIOTOKA, YKaKUTE€ HMX OCOOEHHOCTH.
Kakum 06pa3oM onpenensercss JOKyMEHTO000POT NpeanpusaTus’?

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

29. IlogrotoBka JOKYMEHTOB K clade B BEIOMCTBEHHbIH apxuB. Cnaua
JIOKYMEHTOB B apXuB opraHu3anuu. Onucu JTOKYMEHTOB, HaxXOJAIIUXCS B JeEJe.
®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 BHJAX BXOJSALIMX, MUCXOJIAIIUX BHYTPEHHUX JOKYMEHTaX.
JoxymenToB. IlpuBenutre (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 XpaHEHHs] JOKYMEHTOB B 3aBUCMMOCTU MX 3HaumMocTu. Ha3oBure
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. IlpaBWiIbHAsA MOC/JEI0BATEJIBLHOCTh HANMCAHMUS J3JIEMEHTOB 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 YIIpaBICHUS;
B) COBOKYITHOCTh JJOKyMEHTOB, YCTAHOBJICHHBIX B COOTBETCTBUH C PEHIAEMBIMU

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

a) TpaXXJIaHCKUM 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) l'ocynapctBennniii  rep6 Poccuiickori  ®epepanuu, T1epd cyObekTa
Poccuiickoit  ®Depeparuu, sSMOiieMa OpraHu3allid, TOBapHbIM 3HAK  (3HAK
o0cITyKUBaHUS), 1aTa, HOMEP, MECTO COCTABIICHUS WJIU U3/IaHMUS;

0) OJlaHK TUCHbMa;

B) 0OIIMii O/1aHK;

r) OJIaHK KOHKPETHOTO BHUJia IOKYMEHTA.

5. llopsAi0K HANIMCAHUS MIOYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [IpaBmiax nenonpous3BoAcTBa B (eliepaibHBIX OpraHax HCHOJHUTEIHHOM
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) JIOJIKHOCTD, TTOAMUCH JaTy;

I') IOJKHOCTB, OANUCH, pacin@poBky noganucu (. U. 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 @egepauuu MJIM HAa TOCYJAPCTBEHHBIX f3bIKaX Cy0beKTOB
Poccuiickoit ®egepauyu B COOTBETCTBUM C:

a) MpaBuja JEJIONPOU3BOJICTBA B deaepalbHbIX OpraHax HWCIOJHUTEIbHON
BJIACTH;

0) 3akoHosaTeNbecTBOM  Poccuiickoit denepanun 1 cyObekToB Poccuiickoi
Denepauuu;

B) 'CHHOY;

I') TUTIOBOM MHCTPYKIMEHN MO JEI0NPOU3BOJCTBRY.



9. llenbio cTaHAAPTU3AIUM JOKYMEHTOB SIBJISIETCS S

a) IOpUANYECKOE 3aKPEIICHNE Pe3yIbTaTOB YHU(PHUKAIIUHN TOKYyMEHTOB;

0) pa3paboTKa HOMEHKJIATYPY JIETT;

B) CHCTEMaTH3aIUsl TOKYMEHTOB B OpraHU3aliH;

r) o0ecrieyeHne COXpaHHOCTH TOKYMEHTOB;

1) 3aIKTa KOHGUACHIINATbHOCTH HHPOPMAIUH.

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

a) (rep6, »MOnema), KOJ OpraHu3alliyd, HAUMCHOBAHUS OpTraHU3allUU,
CIpaBOYHBIE JaHHbIE OO0 OpraHm3aiuu, KoJa (OpPMBI JOKyMEHTa, MECTO s
IPOCTABJICHHUS JaThl JTOKYMEHTa, MECTO JUIsl TPOCTABJICHUS PETUCTPAIMOHHOTO
HOMEpa JIOKyMEHTa, CChIIIKa Ha HOMEp M JaTy BXOJSIIECTO TOKYMEHTA;

0) (rep0b, smOiiemMa), HaMMEHOBAHMs OpraHU3aIlM{, KOJI OpraHU3alldM, JaTra
JIOKYMEHTa, MECTO JUIsl IPOCTABJICHUSI PETUCTPALIMOHHOTO HOMEpPA IOKyMEHTa, MECTO
U3JIaHUs TOKYMEHTA, CChIITIKAa HA HOMEP U JaTy BXOJAIIETO TOKyMEHTA;

B) (rep0d, »MONeMa), HAMMEHOBAHUSA OpraHW3alli¥, HAUMEHOBAHHUS BHIA
JIOKYMEHTa, JaTa JOKYMEHTOB, KOA (OpPMBI TOKYMEHTa, MECTO JJIsl MPOCTABJICHUS
pPETUCTPALIMOHHOTO HOMEpa TOKYMEHTa, CIIPaBOYHBIC JaHHBIE 00 OpraHHU3allvH,
CCBIJIKA Ha HOMEP U ATy BXOSIIETO JOKYMEHTa;

r) (rep0, sMmOiiema), HAaUMEHOBAHUs OpraHU3allM{, CIPABOYHBIC JaHHBIE 00
opranuzanuu, koj opranuzanuu OI'PH, mecto st nmpoctaBieHust JaThl JOKYMEHTA,
MECTO JJIsl MPOCTABJICHUSI PETUCTPALMIOHHOTO HOMEPA JOKYMEHTA, CChIJIKa HA HOMEP
U JIaTy BXOJSIIETO JTOKYMEHTa, MECTO JJIs 3ar0JIOBKA K TEKCTY.

11. K oprannzanmoHHbIM 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 co37a10TCH:
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 NpPOU3BOJACTBEHHOI0 COBEIIAHMSI y JAUPEKTOPA CEKpPeTaphb
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) MOJIMKCH;

B) HAUMEHOBAHUE 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 U3 KaKUX pa3[iesiOB COCTOUT TEKCT NMPHUKA3a MO0 OCHOBHOM
NeSITeJIbHOCTH:

a) KOHCTAaTUPYIOIINIA U pacropsAUTEIbHbIN;

0) KOHCTATUPYIOIIHUHA B TTOCTAHOBJISIOIINIA;,

B) KOHCTaTUPYIOIIUN U TTpeAJiararoiui;

I') OCHOBHOM M KOHCTaTUPYIOIIUH.

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

a) 3asBJICHUE;

0) city>ke0HOe TTHCHhMO;

B) JIOKJIaHAs 3aIUCKa;

I') JOJKHOCTHAs HHCTPYKIUSI.

20. Pacnpenequre yKa3aHHble HHKe JOKYMEHTbI Ha 3 Trpynmbi:
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.

. IItatHOE pacniucanue.

OCooO~NOoO Ol WN -



10. TpynoBoii 10T0OBOP.

11. Ilpurnamienre 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) AKxT;

0) cipaBKy;

B) IOKJIQJHYIO 3aIUCKY;

') HHCTPYKIIMIO O TPOTUBOIIOXAPHOU O€30MaCHOCTH.

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

a) aKT;

0) mpecTaBiICHUE;

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 NPpOTOKOJIY, eCJIM TAKOBBIX:

a) oosee 15;

0) 6omee 10;

B) Ooznee 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) JIBa.

27. Homenkiarypa jaes (padouuii 3K3eMILISIP) MOMEINAIOT 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. Bxoasinue J0KyMEHTbI PperiCTPUPYIOTCS:

a) MOCJIe 03HAKOMJICHUSI C HUMU PYKOBOJAUTENS;

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 CKOJBbKO [JHell A0 HMCHOJHEHHUSI NMPOBOAAT NpeAyNnpeauTeTbHbII
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 ucxoasinmieM 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 I CaMOCTOSATEIbHOM 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 cxeMaTHYECKU KJIACCU(DHUKALIMIO TOKYMEHTOB.

3ananme 3. Bpimumumre Ha guct gopmara A4 Bce npaBwiia o(QOpMIIEHHS
TEeKCTa JOKYMEHTa: HWHTepBasibl, mpudThl U T. A. B coorBeTcTBUU ¢ ['OCT P
7.0.97-2025.

3aganme 4. CoctaBuTh W OGOPMHUTH JOKIATHYIO 3alUCKy O HApyIICHUH
TPYJAOBOM NHUCUUIUIMHBI paOOTHUKOM. Bce peKBU3UTHI U 3JIEMEHTHI TEKCTa 100aBUThH
camocrosiTenbHO. Hamucath OOBACHUTENBbHYIO 3allUCKy OT HMMEHH pabOTHHKA,
HapyILIUTENS TPYAOBOM AUCIUIUIMHBI.

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

2.2. OuleHOYHbBIE CPeICTBA JI IPOMEKYTOYHOM aTTecTanum (3a4er)

Bonpocs! 1j1s1 npoBeeHusi 3a4eTa:
1. [ToHsiTHE «JIOKYMEHT» U €Tr0 (DYHKITUH.



2. Knaccudukamust JOKyMEHTOB.

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

4. CucreMbl JOKYMEHTALIMH.

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

6. @opmymsip TOKyMEHTA.

7. CocTaB peKBU3UTOB JJOKyMEHTOB.

8. TpeboBanus Kk 0pOPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpebGoBanus K G1aHKaM JTOKYMEHTOB.

10. Cucrema nqoKyMeHTaIIMU B 00pa30BaTeNbHON OpraHu3alvu.

11. Opranuzanionnsie J0KyMeHTbl cucteMbl OPJ[. O6mias xapakrepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

12. Pacniopsinutenbhabie JokyMeHThI cuctembl OPJ]. O61mmas 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. JINeKTPOHHBIN TOKYMEHT.

19. Opranu3zaius JOKyMEHTO000pOTa 00pa30BaTEIbHON OpraHU3aIINH.

20. ®opMmbl  opraHuzanuu pabOThl € 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,  odopmieHHEe,  XpaHEHHME Jed 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, XapaKTepUCTUKA: TIOHIATHE, Ha3HAYCHUE, 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, HA3HAYCHHUE, 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: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

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

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

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

42. IlpaBuna: moHATHE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

43. KoneKkTUBHBIN AOTOBOP: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

44, OcoOEHHOCTH COCTaBJICHHUS TEKCTa MPOTOKOJIA.

45. OcoOEHHOCTH COCTaBJICHHUS TEKCTa IIpUKa3a.

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

47. PekBU3UT HaUMEHOBAHHWE OpPraHu3allii, HAaUMEHOBAHHE CTPYKTYpPHOTO
Mo/Ipa3ieJieHus], HANMEHOBAHNE 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 PETUCTPAIMOHHBIA HOMEpP M JaTy IOCTYIHBIIETO
JIOKyMEHTA.

53. PekBU3UT MECTO COCTABJICHUS (M3AaHUs) IOKYMEHTA.

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 TIPHIIOKCHHH.

60. PexBusut rpud corimacoBaHMs 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.



