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1. TACITIOPT ®OHIA OIIEHOYHbBIX CPEACTB

1.1. ObsacTh NpUMEHEHUA

®onn  oneHouyHsix cpenacts (GOC) — HeorbemiieMas dacTb pabouei
MPOrpamMMbl JUCHUIUIMHBL «J{OKyMEHTOOOOpOT 00pa3oBaTEIbHON OpraHu3aluuy u
MpeaHa3HadYeH sl KOHTPOJIS U OLEHKH 00pa30BaTENbHBIX JTOCTUKEHUN CTYICHTOB,
OCBOMBIIIMX MTPOTrPaAMMYy JTUCHHUIIITUHBI.

1.2. Hean u 3aga4u GoHAA OLIEHOYHBIX CPEACTB

Henp ®OC — yCTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKHA OOYYarOIIErocs
tpeboBanusim PI'OC BO OakanaBpuar mo HampaBiieHHI0 MmoAroToBku 44.03.03
CneunanbHoe (nedekronornyeckoe) oOpa30BaHHME, YTBEPKAECHHBIM IPUKa30M
MunucrepctBa oOpazoBanus U Hayku Poccuiickoii @eneparuu ot 22.02.2018 1. Ne
123 (c u3MeHeHUsIMU U JomnojHeHusiMu), I[IpodeccuoHanbHBIM CTaHIAPTOM,
yTBepKIAeHHbIM [Iprkazom MuHHCTEpCTBA TpyAa MW COLMAIBHOM  3aIUTHI
Poccuiickoii ®enepaunn «OO6 yTBEpKIECHUU MPO(EeCcCHOHATBHOTO CTaHAAapTa»
«Ileparor» (memarormyeckasl JI€ATEIbHOCTh B cepe AOUIKOIBHOTO, HadyajJbHOTO
o0IIIero, OCHOBHOTO 00IIero, cpeaHero oomero o6pa3oBaHus) (BOCIUTATEND,
yuutenb) oT S5 asrycra 2016 1. No 422-u, IlpodeccroHanbHBIM CTaHIAPTOM
«Ilenaror-ncuxosyor (mcuxoior B cdepe oOpazoBanusi)» ot 24 wutons 2015 r.
Ne 514-n, IlpodeccuonansusiM ctanaaptoMm «llemaror-gedgexronor» ot 13.03.2023
r. Ne 136-H.

1.3. Ilepeyenbr kKommereHuMi, (GOpMHUpPYEeMBIX B IpoLecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHOI POrPaMMBbI

[Ipouiecc ocBOeHUsT AUCHUIUIMHBI HampaBiieH Ha (OPMUPOBAHHE CIEAYIOIIMX
KOMITETEHIIU ¥ MHIUKATOPOB MX JOCTHXKEHUS:

Koa mo ®I'OC BO \ NHaukaTop 10CTHKEHHUSA
YHuBepcaabHbIE
YK-4. YK.4.2.
Crnioco0eH oCyIIeCTBIATh I€TI0BYIO OcymiecTBieT JeNOBYI0 KOMMYHUKAIMIO B
KOMMYHUKAIUIO B YCTHOM U MMCbMEHHOMN yCTHOM M mHMcbMeHHOM  ¢opmax  Ha
dbopmax Ha TOCYAapCTBEHHOM H roCyJ1IapCTBEHHOM sA3bIke PO
UHOCTPaHHOM(BIX) sA3bIKe(aX)

1.4. Dranbl GopmMupoBaHMST KOMIETEHUMH M CpPeACTBA OLCHUBAHUA
YPOBHH UX C()OPMUPOBAHHOCTH

. KoHTpOJIbHO-0LIEHOYHBbIE

Jrtansl popMupoBaHus KomnereHuui | Komnerenuun

cpeacTBa / cnocod oleHnBaHUs
Tema 1. Teoperuko-npaBoseie u | YK-4 BelcTyIuieHHME Ha MPAKTUYECKUX
HOpMaTHUBHBIE OCHOBBI 3aHSATUSX, YCTHBINA OMPOC
JOKYMEHTALlMOHHOT'O o0ecrieueHHs
YIPABJIECHUS
Tema 2. Crangaptuzanus npounecca | YK-4 BeIcTyIuleHME Ha IPAKTUYECKHUX
JOKYMEHTHUPOBAHHUS 3aHATHAX, YCTHBIHA OIPOC
Tema 3. Cucrema opranuzanmonHo- | YK-4 BelcTymuieHre Ha NOpPaKTUYECKUX
pacnopsiANTENbLHON JOKYMEHTAuU 3aHATHUSX, YCTHBIH ONPOC




Tewma 4. [lenoBoe nmucbmMo kak ocHOBHOH | YK-4 BelcTymuieHre Ha NOpPaKTUYECKUX
BUJI TIEPETTUCKI 3aHATHX, YCTHBIM OMpocC

Tema 5. Opranuzauus | YK-4 BeicTyruieHre Ha NOpPaKTUYECKUX
JOKYMEHTOO0OpoTa  00pa3oBaTeNbHON 3aHATHSX, YCTHBIA OMpoc
OpraHu3anuu

Tekymas arrecrauus YK-4 KonrponsHas pabora
IIpome:xxyTouHasi aTTecTanus YK-4 3auer

1.5. Onucanue nokasaresneil GopMUpPOBAHUS KOMIIETEHIIMIA

Ko komMnereHuun PesyabTaThl ¢)OPMHPOBAHHOCTH

YVK-4 3HaeT. CTWIb JCJIOBOrO OOIIeHHs, BepOalbHbIE W HEBepOaIbHBIC
CpEIICTBA B3aUMOJICUCTBHS C TTAPTHEPAMH.

YMeeT: cTpouTh JEJIOBYI0O KOMMYHHUKAIIMIO B YCTHOW M MUCHBMEHHOM
¢dbopmax Ha rocygapcTBeHHOM si3bike Poccuiickoit deneparumu.

Bnageer: mnpakTH4eCKMMM HaBbIKAMHU JIeJIOBOM KOMMYHUKAIIUM B
YCTHOU U

nuchbMeHHOW ¢opMax Ha TOCyIapCTBEHHOM si3bike Poccuiickoit
denepanuu.

1.6. Kpurepuu oueHUBaAHHSI KOMIIETEHIMHA HAa Pa3HbIX IJTanax HXx
(popmupoBanus

KonuyectBo
Bup yueOHoii padoThl 0aJ1s10B
101010 300

BrinonHenue u 3amura IpakTHYECKUX padboT 40 45
KontponbHas padora 15 10
Kontpomns camocrosTenbHoi paboTh 20 20
VYcrHbIl 3aueT 25 25
Bcero 100

HakonureabHas cucreMa ouneHuBanus no 100-0a1inbHOH IKAJe

YeroipexdaiibHAS Cucrema
100-6annbHasi | BykBeHHas mikaJja, cooTBeTcTBYIomasn 100-
CHCTEMA OlIEHHBAHUS N OlICeHUBAHUS
HIKaJjia Ga/IBbHOI mKae

IK3aME¢Ha 3ayera

OTnuaHO 90-100 A — OTIMYHO — TEOPETUYECKOE COJIEPIKAHNE
Kypca OCBOEHO TIOJTHOCTHI0, 0€3 TIPOOeIoB;
HEO0XOINMBIE IPAKTHYECKUE HABBIKH PAOOTHI
C OCBOCHHBIM MaTEpPHAIOM C(HOPMHUPOBAHEI;
BCE MPEAYCMOTPEHHBIC MPOrPaMMOi
o0y4yeHHsT yueOHBIC 3a1aHUS BBHITIOJTHCHBI,
KA4eCTBO MX BEIITOJIHEHHS OLIEHEHO YUCIOM
0aJuIoB, OJIM3KUM K MaKCHMAaJIbHOMY

3auTeHo
Xoporro 83-89 B — o4eHb X0poIIO — TEOPETUUECKOE

coZiep’KaHuE Kypca OCBOEHO IOJIHOCTHIO, 0e3
po0OesIoB; HEOOXOIUMBIC TPAKTHYCCKHUE
HaBBIKU PabOTHI C OCBOCHHBIM MAaTEpHAIOM B
OCHOBHOM c(hOPMHPOBAHBI; BCE
MPEAYyCMOTPEHHbIE IIPOrpaMMOii 00yUeHHs
yueOHbIe 3aaHusI BBIMOIHEHBI, KAYECTBO
BBINOJHEHHsI OOJIBIIMHCTBA U3 HUX OLIEHEHO




YHUCJIIOM 63J'IJ'IOB, OJIM3KHUM K MaKCHUMaJIbHOMY

Xopoio 75-82 C — XOpoL0 — TEOPETUYECKOE COACPKAHNE
Kypca OCBOCHO TIOJIHOCTBIO; HEKOTOPbIE
MPaKTHYECKHE HABBIKK PAabOTHI C OCBOCHHBIM
MaTepuaioM chopMHpPOBaHbI HEOCTATOYHO;
BCE MIPEAYCMOTPEHHbIC IPOrPaMMOi
o0y4eHust yueOHBIE 3aJaHUS BHITIOTHEHBI,
Ka4eCTBO BBIMIOJHEHHUS HU OJTHOTO U3 HUX HE
OLICHEHO MUHHMAJIbHBIM YHCJIOM 0aJlioB,
HEKOTOPHIC BUJIBI 3aJTaHHI BBIMIOJHCHBI C
omuOKaMu

VY 10BNETBOPUTETHHO 63-74 D — ynoBieTBOPUTEIBHO — TEOPETHIECKOE
coziepkaHue Kypca OCBOGHO YaCTUYHO, HO
po0eITbl He HOCST CYILIECTBEHHOTO
XapakTepa; He0OXO0JMMbIE IPAKTUYECKHE
HaBBIKH PaOOTHI C OCBOCHHBIM MaTepHaJIOM B
OCHOBHOM C()OPMHUPOBAHBI; OOJBIIHHCTBO
NPEeIyCMOTPEHHBIX IPOrPaMMON 00yJeHHS
y4eOHBIX 33/IaHUIl BBITIOTHEHO, HEKOTOPBIC U3
BBINIOJIHCHHBIX 33JaHMI COAEpKAT OMINOKU

Y I0BIETBOPUTEIBHO 50-62 E — mocpencTBeHHO — TeOpeTHUECKOE
COJIepKAaHUE Kypca OCBOCHO YaCTUYHO;
HEKOTOPbIE IPAKTUYECKUE HABBIKK PaOOTHI HE
c(OpMHUpPOBaHbI, MHOTHE MPEAYCMOTPEHHBIE
yueOHO#1 porpaMMoii 00ydeHus yueOHbIC
3aJ[aHusl HE BHITIOJHEHBI JINOO KauecTBO
BBITMOJIHEHHBIX HEKOTOPBIX U3 HUX OLIEHCHO
YHUCIOM 0aIIOB, OJIM3KUM K MUHUMAIBHOMY

HeynosneTBopurensHO 21-49 FX — HEyIOBIIETBOPUTENEHO — TEOPETHIECKOE
cofiep’KaHNE Kypca OCBOCHO YaCTHYHO;
HEOOXOANMBIE MTPAKTHYECKNE HABBIKN PabOTHI
C OCBOCHHBIM MaTE€pHaJIOM He
c(OPMHIPOBAHBL; OOIBITHHCTBO
MIPEAYCMOTPEHHBIX Y4eOHOH IIporpaMMoin
00ydeHust yueOHBIX 3a/1aHUN HE BBIMTOJTHEHO
100 KauyeCcTBO MX BBIIIOJIHEHUS OI[EHEHO
YHCIOM 0aoB, 6JM3KUM K MUHUMAJIEHOMY;
HpHU OTIOHUTENIFHO CAMOCTOSITEIbHOM
paboTe Ha MaTepHaJoM Kypca BO3MOXKHO

He 3aureno
MOBBINICHIE Ka4eCTBA BBHITIOJIHEHUS YIeOHBIX
3aJaHUuN
HeynosnerBopurensHO 0-20 F — HeylOBIETBOPUTEIHHO — TEOPETHIECKOE

co/iepKaHue Kypca He OCBOCHO;
HE00XO0/IMMbIe IIPAKTHYECKUE HABBIKU PaOOThI
He c()OPMUPOBAHBI; BCE BHITIOJIHEHHBIC
yueOHbIe 3aaHusl COJIeprKaT I'pyOble OLINOKHY;
JIOTIOJIHUTENbHASL CAMOCTOSITENNbHAs paboTa
HaJl MaTepHajoM Kypca He NPUBEIET K
KaKOMY-JIM00 3HAYMMOMY MOBBILICHHIO
Ka4yecTBa BBINIOJIHEHHsI YYEOHBIX 3aJaHn i

2. KOHTPOJIBHO-OHEHOYHBIE CPEJICTBA
2.1. OueHoYHbIE CPEACTBA TEKYIEr0 KOHTPOJIA (TUIIOBbIE)

Bonpocsl AJ1s1 yCTHOTO onpoca:
1. JlaiiTe onpeneneHue NOHITUS «TOKYMEHTY.
2. Packpoiite monstue «JAOY». HazoBure mpodeccroHanbHble TEPMHUHBI U
OTpe/eNieHus B 00JIacTH AETONPOU3BOICTBA.



3. HazoBute u packpoiite (yHKIIUU JOKYMEHTOB.

4. Kakue oCHOBHbIE 3aKOHBI B OOJIACTH OpraHU3AIMH JEJIONPOU3BOJICTBA BbI
3Haere? HazoBuTe coaepkaHue TMakeTa o00s3aTENbHBIX 3aKOHOAATENbHBIX U
HOPMATHUBHBIX JOKYMEHTOB B obsactu JIOY.

5. HaszoBute mpaBwia  yTBEpKACHHUS  JOKYMEHTOB. TpeboBaHusS U
odopMIICHHE.

6. Kakue pekBU3UTHI SBIAIOTCS «IOPUAMYECKH 3HAYMMBIMH»? [IpaBuna ux
oopmiienus. Yto BKIItOUAET B ce0sl MOHIATHE «IIPAaBOBasi OXpaHa JOKYMEHTOB?

7. llpuBegute npuMepbl TOKYMEHTOB, KOTOPbIE MOJJIEKAT YTBEPKICHUIO U HA
KOTOPBIX CTaBUTCS nedath. Kak opopMITAIOTCS NepeyHr TaKUX JOKYMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBUU C KOTOPHIM O(QOPMIISIIOT PEKBU3HUTHI
nokymeHToB cucteMbl OP/l. /lata BBeneHue u 4to OH ycraHaBiuBaeT. HazoBute Bce
PEKBU3UTHI.

9. HazoBure pekBu3uTHI 00Iero Ojanka u OjaHka g nuchbMma. IlpaBuita
opopmiienusi. Kakue Buapl OnaHkoB Bbl 3Haete? B ueM ocoOeHHOCTh OnaHka
JOJKHOCTHOTO JInna?

10. CornacoBanue u BusupoBaHue. Ha3oBure BUIbI U CPOKU COTJIACOBAHUS, U
BU3UPOBAHKE TOKYMEHTOB.

11. Pacckaxxute O medyaTsx M IITaMIax NpeanpusTHil U opranuzanui. Ha
KakMX JIOKyMEHTax cTaBsTcs nedaTtb? Kakue TpeOoBaHUS MNpeabsBIAIOT K
UCITI0JIb30BaHUIO repOoBOM neyaTu?

12. PackpoiiTe conepkaHue TOHSATUS «ympaBieHue». HazoBure cucTeMbl
JIOKYMEHTOB ymnpasiieHus. Packpoite nonsitue «OPJl». Kakue rpynmbel u Buabl
JIOKYMEHTOB BxoAsT B OP/[?

13. Pacckaxkxute 006 OCOOEHHOCTAX JIIEKTPOHHOTO TOKYMEHTA, JJIEKTPOHHON
NEPENUCKU U TPeOOBAHUSX, TPEABABISIEMBIX K HEH.

14. B yem ocobOenHoctn OnaHka juis michbma? HazoBuTe pekBH3WUTHI OnaHKa
JUISL TIACbMa U PEKBU3UTHI CITYKEOHOTO MHUChMA.

15. Yto pernaMeHTHpyeT TUTIOBAsE MHCTPYKIIHS 110 AETOMPOU3BOCTBY? Jlaiite
XapaKTEPUCTUKY OPTaHU3ALMOHHBIM JOKYMEHTAaM U HA30BUTE UX BUJBI.

16. HazoBute Buabl WHGOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JaiiTe
XapaKTEPUCTHUKY KaxaoMy Buay. [IpuBenuTe n3BeCTHBIE BaM BUIbI PETUCTPALUH.

17. JlaiiTe = XapaKTEpUCTUKY YyYPEAUTENBbHBIM JOKYMEHTAM U  YCTaBy
npeanpusatusd. Kakvue BUsibl yCTaBOB Bbl 3HaeTeE?

18. Jlaiite = xapaktepuctuky JaokyMmeHty «llonoxkeHue» u  Ha30BUTE
CTPYKTYPHBIE€ YACTH TEKCTa JOKYMEHTA U €r0 COACP>KaHUS.

19. Jlaiite xapakTepucTuky nokyMeHty «MHcTpykiusy». [IpuBenure npumMepsl.
JoJDKHOCTHAsI MHCTPYKIIUS, CTpyKTypa TekcTa. Odopmienue. O3HaKOMIICHHE.

20. [lITatHoe  pacnucanue (OCOOEHHOCTH  COCTaBlieHUs, O(OPMIICHUS.
TpeboBaHUE K UCTIOIH30BAHUIO YHUPHUITUPOBAHHBIX (POPM.

21. TlpaBuna BHYTpeHHETO TPYA0BOro pacnopsiika u [lonoxenue o nepconase.

22. JlaiiTe XapakTEepUCTUKY PaCTIOPATUTENbHBIM IOKyMEHTAM.

23. HazoBute BUJIbI paCIOPSAUTENBHBIX JOKYMEHTOB U OCOOCHHOCTH KaXJI0TO.
Ha3zoBuTe CTpyKTypHBIE 4YacTH TEKCTa  PACHOPSAOUTENBHBIX  JOKYMEHTOB,
oopmiieHne npeaMOyIIbl U PACTIOPSIAUTEIBHON YaCTH.



24. B dyem ocoOeHHOCTH chykeOHbIX mucem? HazoBuTe BHIBI CIy>KeOHBIX
nuceM. Kakue TpeGoBaHUs MPEABSIBISIIOTCS K TEKCTY CIY>KEOHBIX MUceM?

25. HazoButre mpaBwia oQGOpMIICHHS  PEKBU3UTA  «ajpecar». Bumuel
aJipecoBaHUS.

26. UTo BXOJUT B IOHITHE «IIPOBEACHUE IKCIEPTU3BI IICHHOCTU JOKYMEHTa»?

217. PackpoiiTe TOHSTHS <«JIOKYMEHTOOOOPOT», «JIOKYMEHTOMOTOKW». JlaiiTe
XapaKTePUCTUKY KaXIOMY BHIY JOKYMEHTONOTOKA, YKaXUT€ HX OCOOCHHOCTH.
Kakxum 06pazom onpenensiercss JOKyMEHTOOOOPOT MPEAIPHUSITHS ?

28. Homenknatypa nen. 3Hauenue. CocraBnenue. Buabl HOMEHKIATYPBI.

29. IlogrotoBka JOKYMEHTOB K cJade B BEIOMCTBEHHbIM apxuB. Crpaua
JOKYMEHTOB B apxuB opraHu3anuu. Onucu AOKYMEHTOB, HaXOISIIHUXCS B JENe.
®dopma u coznepkaHue akTa 00 YHUYTOXKEHUHN JOKYMEHTOB U JIE.

30. Kakue nokymeHThl He nmoajiexar perucrpanuu? Kak u 3auem Benercst yuer
TaKUX TOCTYIUICHUM?

31. PacckaxuTe 0 BHUIAX BXOJAININX, MCXOIANINX BHYTPEHHUX JOKYMEHTAaX.
JoxymenToB. IlpuBenutre Gopmbl KypHalbHOM peructpauuu. Pacckaxure o
peructpanuu ¢ nomompro PKK u aBTOMaTu3npoBanHoM.

32. Yto BkiIOYAEeT B ce0sd MOHATHE «(POPMUPOBAHUS» U «OPOPMIICHUSD JIET?
HazoBute npusHaku oopMIeHHs 00JI0XKKH J1E.

33. Cpoku XpaHEHHsI JOKYMEHTOB B 3aBUCHUMOCTU UX 3HaumMmoctu. HazoBute
HOPMATUBHBIN JJOKYMEHT, IO 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. IlpaBWibHAas MOCJE€I0BATEJIBLHOCTh HANMUCAHHUS 3JIEMEHTOB IMOYTOBOIO
ajjpeca Ha NMOYTOBBIX OTNPABJIECHUAX:

a) MOYTOBBIN UHICKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEP KBApTHUPHI;

I') HA3BaHHUE HACEJIEHHOTO MYHKTA;

1) Ha3BaHUE 00J1aCTH, Kpasi, peCIyOJINKY;

€) CTpaHa;

’K) HOMED JIOMa;

3) Ha3BAHHE YJIMIIBI.

2. YHnpuuupoBaHHAs CHCTEMA JOKYMEHTALMHU — ITO:

a) CUCTeMa JOKYMEHTAIIMH, CO3JaHHas M0 SIWHBIM IMpaBWJaM B TPeOOBaHUSM,
cozieprkariasi uHGoOpMaIuio, HEOOXOUMYIO JIJIs YIIPaBIIEHUS B OMpeIelieHHON cdepe
NEeSATEeTbHOCTH;

0) yaudunmpoBanuble  (QOPMBI  TOKYMEHTOB, CHCTEMATH3UPOBAHHBIC TIO
GYHKIHSIM YIIpaBICHUS;



B) COBOKYITHOCTh JJOKYMEHTOB, YCTaHOBJIEHHBIX B COOTBETCTBUH C PEIIAEMBIMU
JTOKYMEHTaMU;

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

3. Bo3MOKHOCTH MCHOJIB30BAHUS (PaAKCMMUJIE KAK COOCTBEHHOM IMOIIMCH
perJiaMeHTHPYeTCH:

a) TpaXKJIaHCKUM KoJiekcom PD;

0) mpaBUJIaMU JEJIONPOU3BOACTBA B (PeepaibHbIX OpraHax HCHOJHUTEIbHOU
BJIACTH;

B) [OCT P 7.0.97-2025.

4. Kakomy Buay 0J1aHKOB COOTBETCTBYET JAHHBII HA0OpP PeKBU3UTOB?

a) l'ocynapcrBennsiii  repd  Poccuiickoit  ®@enepauuu, repd cyObekTa
Poccuiickoii  ®enepanuu, -sMOnema oOpraHu3alvM, TOBapHbIA 3HAK (3HAK
oOcCIIy’)KMBaHUs), JaTa, HOMEP, MECTO COCTABJICHUS WU U3/1aHNUS;

0) OJ1aHK TTUCHMa;

B) 00mIMii OJaHK;

r) 6J1aHK KOHKPETHOTO BU/1a JOKYMEHTA.

5. Ilopsinok HANMUCAHMSA OYTOBOIO A/Ipeca YCTAHOBJICH:

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

6)B 'OCT P 7.0.97-2025;

B) B [IpaBuiax okazaHus yciayr mO4YTOBOM CBS3H.

6. PexkBU3UT «BU32» MOXKET BKJIKOYATh:

a) TOJDKHOCTh BU3HMPYIOLIErO, €ro MNOJANUCH, PaciMPpoBKY (MHULUAIBI U
dbamunus) u gary;

0) noanucek, pacmudposky (@. U. O.), nary;

B) JIOJDKHOCTB, TIOJIIUACH J1ATy;

I') IOJDKHOCTD, IOJMHUCH, pactu@poBky nognucu (O. U. O.).

7. 'epOoBasi me4yaThb NPOCTABJISAETCH HA MUCbMAX:

a) peKJIaMHBIX;

0) HaIIOMUHAHUSX;

B) IPUTJIALICHHUSIX;

') TapaHTUMHBIX;

1) ”HGOPMALIIOHHBIX.

8. TekcT [0KYMEHTOB COCTABJSKT Ha TOCYJIAPCTBEHHOM  Si3bIKe
Poccuiickoii ®enepanuv WJIH Ha TOCYJAPCTBEHHBIX $A3bIKAX CYObEKTOB
Poccuiickoii @egepaunu B COOTBETCTBUM C:

a) MpaBuja JEJIONPOU3BOJICTBA B defepalbHbIX OpraHax HWCIOJHUTEIbHON
BJIACTH;

0) 3akoHoxarenscTBOM Poccuiickoit ®exepanuun u cyObekToB Poccuiickoil
denepanuu;

B) 'CHHOY;

') TUIIOBOM MHCTPYKIIMEHN MO I€IONPOU3BO/ICTBY.

9. LesbI0 CTAHAAPTU3ALUM JOKYMEHTOB SIBJISICTCH:

a) IOPUANYECKOE 3aKPEIICHNE Pe3yIbTaTOB YHU(PHUKAIIUHN IOKYMEHTOB;



0) pa3paboTKa HOMEHKJIATYpY JIeT;

B) CHCTEMaTH3aIusl JOKYMEHTOB B OpraHHU3aIliH;

T) oOecreueHrne COXpaHHOCTH JOKYMEHTOB;

1) 3aIuTa KOHOUICHITNATLHOCTH HH(POpMAIIHIH.

10. VYkaxkute BapuaHT OTBETOB, B KOTOPOM IPaBWJIbHO HAa3BaHbI
PEKBU3HUTHI 0JIAHKA NMUCHbMA:

a) (rep6, »oMOnema), KOJ OpraHu3alliyd, HAUMCHOBAHUS OpTraHU3alllH,
CIIpPaBOYHBIC JaHHBIE OO0 oOpraHu3amuu, KOA ¢GOPMBI TOKyMEHTa, MECTO JIf
MPOCTABJICHUS JaThl JOKYMEHTa, MECTO Jisi MPOCTABJICHHUS PETUCTPAIMOHHOTO
HOMEpA IOKYMEHTA, CChIJIKa Ha HOMEP U JaTy BXOSIIETO JOKYMEHTA;

0) (rep0, amOieMa), HaMMEHOBAHHWS OpraHW3allid, KOJ OpTaHMW3aIluH, [aTa
TOKyMEHTa, MECTO JIJISI POCTABJICHUS PETUCTPAIMOHHOTO HOMEpa TOKYMEHTa, MECTO
W3JIaHUS TOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOJSIIETO TOKYMEHTA;

B) (rep0, oMOnema), HAaWMMEHOBAaHMS OpraHU3AIMK, HAUMEHOBAHUS BHUIA
JIOKyMEHTa, JaTra JOKYMEHTOB, KOJl (pOpMBI JOKYMEHTa, MECTO JUIsl IPOCTaBIICHUS
PErUCTPAllMOHHOTO HOMEpa JOKYMEHTa, CIpPaBOYHBIE JaHHbIE 00 OpraHu3alui,
CCBhUIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, sMOnema), HaMMEHOBAaHWS OpraHU3allid, CIPABOYHBIC JIaHHBIE 00
opranu3zanuu, koj opranuzanuu OI'PH, mecTo nis npoctaBieHus: JaThl JOKYMEHTA,
MECTO JIJIsl MPOCTABJICHUSI PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChLIIKa Ha HOMEP
U ATy BXOJSIIETO TOKYMEHTa, MECTO JJIS 3ar0JIOBKA K TEKCTY.

11. K opranu3anmoHHbIM JOKYMEHTAM OTHOCATCSH:
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;
€) TIOAIHUCH.
13. AKTHBI cO31a10TCA:
a) KOJUIETHAJIBHO;
0) Ha OnaHkax;
B) Ha COBCIIAHWM;
I')  BBIIECTOAIICH OpTaHU3AIINCH.
14. HopmaTuBHBIH aKT, HM3JaBaeMblii JAUPEKTOPOM 00pa30BaATEeIbLHOM
OPraHM3alui WIH YYpPeKIeHUus, 3TO:
a) MpuUKas;
0) TmMOJOXeHHue;
B) PpACIOPSIKEHUE;
I) PpEIICHHUE.



15. Bo Bpemsi pOM3BOACTBEHHOI'0 COBCIIAHUSL Yy AMPEKTOPAa 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 BUJIA JOKYMEHTA;

r) ajpecar;

1) HAMMEHOBaHUE OpPraHU3aLlu;

€) CCBUIKA Ha JaTy PETHCTPAalMOHHBIA HOMED.

17. dakc oTIn4aercsi OT NMCbMA MO0 0()OPMIICHHIO TEM, YTO:

a) SIBJISIETCS HE MOJJIMHHUKOM, a KOIIUEN JTOKYMEHTA;

0) COEP>KUT PsiZ JOTIOJIHUTENbHBIX PEKBU3UTOB;

B) reuartaercs Ha Tenedakce;

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

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

a) KOHCTaTHUPYIOUIUHI U pacloOpsANTENbHbIN;

0) KOHCTAaTUPYIOIIUNA U TIOCTAHOBJISIIOIIINIA;

B) KOHCTATUPYIOIIHMI U TIPeAJIararoiuii;

I') OCHOBHOM M KOHCTaTUPYIOLLUH.

19. Bbigenute, B KaKOM H3 BHJI0B JOKYMEHTOB He NPOCTABJISAITCA
PEKBU3UT HAUMECHOBAHMS BH/IA JOKYMEHTA.

a) 3asBJICHUE;

0) ciry)ke0HO0e TTHCHhMO;

B) JIOKJIQ/THAS 3aITUCKa;

I') TOJ>KHOCTHASI MHCTPYKIIUS.

20. PacmpexgesnrTe YyKazaHHbIe HHMKe JOKYMEHTbI Ha 3 TIpyNibI:
a) opraHM3alUoOHHbIe, 0) pacnopsAAUTeIbHbIC, B) HHPOPMALIMOHHO-CIIPABOYHbIE.
. Pe3tome.

. JloJpKHOCTHAs! MHCTPYKLIMSL.
. Pacniopsbxkenue gupekropa.
. CBOIKa.
. [locTaHOBIEHNE KOJIJIETUH.
. MHCTpYyKIIUS 11O 1€TONPOU3BOICTBY.
. CnipaBka ¢ mecta paboThI.
. [Ipukas o mpueme Ha paboTy.
. llITaTHOE pacnucanue.
10. TpynoBoii AOTOBOP.
11. Ilpurnamienrie Ha BHICTABKY.

O©CoO~NO U, WN -



12. Pernamenr.

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

a) AxT;

0) cipaBKy;

B) IOKJIAJHYIO 3aIMUCKY;

') THCTPYKLIHIO O IPOTHUBOMNOKAPHOU O€30ITaCHOCTH.

22.  JIOKYMEHT,  aJpecOBaHHBII  PYKOBOAMTE/JI0  OpPraHHM3aLuM,
colep:kamiuii  00CTOSATEILCTBEHHOE M3JI0KEHHEe KaKoro-jiméo Bompoca ¢
BbIBOJAMM U MPeEIJI0KeHUAMH COCTABJICHNUS, HA3bIBACTCH:

a) aKT;

0) npecTaBICHUE;

B) JIOKJIQJ(HAs 3aMHCKa;

) IPEAJIOKEHHUE.

23. JlaToii c1y:KeOHOT0 MUChbMA SIBJISIETCS 1aTa:

a) COCTaBJICHUS;

0) OTIIpaBJICHUS;

B) MO/ CAHUS,

T) IOJIYYEHHUS.

24. CnucoK NMPUCYTCTBYIOIIMX HA 3acelaHuu odopmiisercsi OTAEJIbHO U
NPHJIATAeTCs K NPOTOKOJIY, €CJIM TAKOBbIX:

a) 6onee 15;

0) 6oee 10;

B) OoJiee 25.

25. Odgopmienne 00JI0KKH Jejia IS MOCJHCAYIOIIEr0 XpaHEHHs
onpeneJsieTcs:

a) CTaHAAapTOM;

0) MHCTpYKLHEN MO JEIONPOU3BOJICTBY;

B) pacnopsbKeHUEM PYKOBOAUTEIIS.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA NMPOXOJAUT B Jramna:

a) 4eThIpeE;

0) Tpu;

B) JIBa.

27. Homenkiaartypa aeJ (padoumnii 3K3eMILIAP) MOMENIAIOT HA:

a) CTOJIC, O CTEKIIOM;

0) nBepiie mkada c TOKyMEHTaMU;

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 YEPHUIIAMU;

B) KpaCHbIM KapaHJ1alllOM.

29. Bxoasinue 10KYMEHTbI PerHCTPUPYIOTCSH:

a) MOCJIEe O3HAKOMJIEHUS] C HUMHU PYKOBOAMTEIIS;




0) B IepBOI MOJOBUHE JTHSI TIOJTyYCHUS,

B) /IO O3HAKOMJICHUS C HUMHU PYKOBOIUTEJIS.

30. Kaxxnasi oOpa3oBaTe/ibHAsi OpraHnu3anus 00si3aHa UMeTh:

a) CBOJHYIO HOMEHKJIATYpY;

0) MHAUBUIYaIbHYIO HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYPY.

31. 3a CKOJbKO [Hell 0 HMCHOJIHEHHMsI NMPOBOAAT NpeaynpeauTeJ bHbIN
KOHTPOJIb?

a) 1Ba;

0) o1uH;

B) TPHU.

32. Pa3gequresisiMi B CIIPABOYHOI KapTOTEKe CJIYKAT:

a) Ha3BaHUA CTPYKTYPHBIX MMOJIpa3/IeICHU;

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. Ecau B geJsie coaepsKarcsi JOKYMEHTbI Pa3JIMYHONA LEHHOCTH, TO CPOK
XpaHeHHUs] YCTAHABJIUBAETCS:

a) OONbIINI;

0) MEHBIIINIA;

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 OslaHke popmara A4.

3aganue 2. 300pa3ure cxeMaTHyeCcKu KJIacCU(PUKALUIO JOKYMEHTOB.

3aganme 3. Bemummre Ha juct Qopmara A4 Bce npaBuiia 0QOpPMIICHUS
TEeKCTa JOKYMEHTa: HWHTepBasbl, mMpudThl U T. A. B coorBeTcTBUU ¢ ['OCT P
7.0.97-2025.

3ananme 4. CoctaBuTh U O(GOPMHUTH AOKIAIHYIO 3alUCKy O HapyUICHUU
TPYJOBOM UCUUIIMHBI paOOTHUKOM. Bce peKBU3UTHI U 3€MEHTHI TEKCTA JOOABUTH
camocToaTenbHo. Hamucath OOBSCHUTENBHYIO 3allUCKy OT HMMEHH pPaOOTHUKA,
HApYLIUTENS TPYAOBOM AUCIUIUIMHBI.

3apanme 5. Hanncatb oTBETHOE MMCHhMO-01ar0JapHOCTh HA MO3/PABJICHHE.

2.2. OuleHOYHbIE CPEICTBA /I MPOMEKYTOYHOM aTTecTanuu (3a4er)
Bonpocsl AJ15 IpoBeeHUs 3a4eTa:

1. IlonsTHE «IOKYMEHT» U €T0 (PYHKIIUH.
2. Knaccudukanus JOKyMEHTOB.



3. CymHOCTh U OCHOBHOE Ha3HAUYCHHE JOKYMEHTAIIMOHHOTO OOecreyeHus
JESITEIIbHOCTH TEjarora.

4. CucteMbl TOKyMEHTALIHH.

5. 3akoHOJaTeNbHasl U HOPMAaTUBHO-METOAMYECKas: 0a3a JOKYMEHTAllMOHHOIO
o0ecrieueHus ynpaBIeHUs.

6. @opMmyssip TOKyMEHTA.

7. CocTaB peKBU3UTOB IOKYMEHTOB.

8. TpeGoBanus K 0POPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeOoBanus k 61aHKaM JOKYMEHTOB.

10. Cucrema qoxkymMeHTAIMU B 00pa30BaTeILHON OpraHU3aIliy.

11. Opranuzanuonssie JOKyMeHTHI cucteMbl OPJI. O61mias xapakTepucTika u
Ha3HAYEHUE JOKYMEHTOB.

12. PacniopsinurenbHabie qoKyMeHTHI cuctembl OPJI. OOGrmast xapakrepucTuka u
Ha3Ha4YeHHE JOKYMEHTOB.

13. UndopmariioHHO-clipaBouHble  TOKyMeHThl cucteMbl OPJ[.  OOmias
XapaKTepUCTUKa U Ha3HaYCHUE JOKYMEHTOB.

14. JlenoBoe nUCbMO KaKk OCHOBHOM BUJI IIEPETIUCKH.

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

16. OcobenHocTH 0(UIHaTbHO-AEIOBOTO CTUIISI COCTABICHMSI TEKCTA JIEIIOBOTO
nuchMa.

17. Bugpl  cayxeOHBIX  MHCEM,  COCTAaBJSIOIIME  OCHOBY  J€JIOBOU
KOPPECTIOHEHIUH.

18. DnekTpoHHas Nepenucka. DIEKTPOHHBIN TOKYMEHT.

19. Opranuzanus 10KyMeHTo000poTa 00pa3oBaTeIbHON OpraHU3aIlnH.

20. ®opmbl opraHW3anuu  pabOTHl € JOKyMeHTaMHu. JlOKyMEHTOOOOpOT.
JIOKyMEHTOIMOTOKH.

21. Tlopsimox 06pabOTKU BXOIAIINX TOKYMEHTOB. Peructpaius 10KyMEHTOB.

22. Tlopsiok 06pabOTKH UCXOASIINX JOKYMEHTOB.

23. Iopsiiok paboThl ¢ BHYTPEHHUMHU JJOKYMEHTaMHU.

24. HomeHkmnaTypa Jel.

25. ®opmupoBanue,  odopmIileHHE,  XpaHEHHEe el B TEKYIIeM
JEJIONPOU3BOICTBE.

26. Yaudukarms 10KyMEHTOB.

2. CranpapTu3anus JOKyMEHTOB.

28. Hymepaiysi MHOTOCTPaHUYHOTO JIOKYMEHTA.

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

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

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

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

33. O0bscHUTEIbHAS 3aIMCKa: IOHATHE, HA3HAUYCHHE, COCTaB PEKBU3UTOB.

34. JloxnaaHas 3anucKa: MOHsATHE, Ha3HAUYEHUE, COCTaB PEKBU3UTOB.

35. CrpaBka: moHATHE, HA3HAYEHHE, COCTAB PEKBU3HUTOB.

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

37. Ilpuka3s, pacnopsbkeHHe: MOHATHE, Ha3HaYCHHE, COCTaB PEKBU3UTOB.



38. Ilpuka3 mo ITMYHOMY COCTaBY: MOHITHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

39. YcraB, nosiokeHue: MOHITHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

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

41. UHcTpyKuMg 1O  JEJONPOU3BOACTBY: IOHSTHE, Ha3HAYCHHE, COCTaB
PEKBU3UTOB.

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

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

44, OcoOeHHOCTH COCTABJICHUS TEKCTA IMTPOTOKOJIA.

45. OcoOeHHOCTH COCTaBJICHUS TEKCTa MTPUKa3a.

46. PexBu3uThl 1epd, sMOIeMa, TOBapHbI 3HAK (3HAK OOCIYKUBaHHS), KOJ
(dbopMBI JOKYMEHTA.

47. PeKBU3UT HAaWMMCHOBAHHWE OpraHW3aINM, HAWMEHOBAHHUE CTPYKTYPHOTO
noJipa3zesieHus], HANMEHOBAaHUE JIOJDKHOCTH JIMIIA.

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) TOKYMEHTA.

54. PekBU3UT rpud OrpaHUUYECHMS 10CTyNa K JOKYMEHTY.

55. PekBusur aapecar.

56. PexBH3UT rpud yTBEpKICHUS 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 UCTIOTHUTEE.

66. PekBU3HUT OTMETKA O 3aBEPEHUU KOIIHH.

67. PekBU3UT OTMETKA O MOCTYIUICHUH IOKYMEHTA.

68. PekBu3uT pe3ontonus.

69. PexBU3UT OTMETKA O KOHTpOJIEC.

70. PexBU3UT OTMETKA O HANIPaBJIECHUU JTOKYMEHTA B JEJIO.



