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1. MACHHOPT ®OHJAA OINEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHHA

®onx  ouneHouHbix cpenacts (POC) — HeorhemiieMas YacThb paboyeit
IpOrpamMMbl  JUCUUIUIMHBL  «J[OKYMEHTalHOHHOE OOECHEeYeHHE JEATEIbHOCTH
nejarora» M npeaHa3HayeH JJIsl KOHTPOJII U OUEHKH 00pa30BATEIbHBIX JOCTUKEHUM
CTYJIEHTOB, OCBOUBILUX POrPAMMY JUCLUIIINHABIL.

1.2. Hesaun u 3aqa4u (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKU OOYYarOIIETOCS
tpeboBanusiM PI'OC BO OakamaBpuar mno HampasieHuto noarotoBku 44.03.04
[MpodeccuonanpHoe 00ydeHue (MO  OTpACHsAM), YTBEPXKACHHBIM  IPHKA30M
MunuctepcTBa oOpazoBanus U Hayku Poccuiickoit Deneparuu ot 22 ¢espans 2018
r. Nel24 «O6 ytBepxkaeHUM (enepasbHOro rocyJapCTBEHHOTO 00pa3oBaTEIbHOTO
CTaHJapTa BBICIIETO 00pa3oBaHus» (C U3MEHEHUSIMU U JOMOJHEHUSIMU). Penakius ¢
m3MeHenusmu Ne 1456 ot 26.11.2020.

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

[Ipouiecc ocBoeHUsI AMCHUILUIMHBI HAlpaBlIeH HAa (OPMHPOBAHUE CIEAYIOLIUX
KOMITETCHIIMY ¥ MHIMKATOPOB MX JOCTHIKEHUS:

Kox mo ®I'OC BO \ HNHaukaTop 10CTHKEHUA

YHuBepcaabHbIe

VK-4 CnocobGen ocymecTBiATh jenoByro | YK-4.1. JemoHcTpUpyeT 3HAHUA
KOMMYHHMKAI[Ml0 B YCTHOM UM IHUCBMEHHOW | HOpPMaTUBHBIX, KOMMYHUKATUBHBIX, ITUUECKUX
dopmMax  Ha  TroCylapCTBEHHOM  SI3bIKE | aCIEKTOB YCTHOM W IHCBbMEHHOM peuu;
Poccuiickoit denepannn u MHOCTpaHHOM(BIX) | GYHKIIMOHAIBHO-CMBICTIOBBIX THIIOB TEKCTa,
A3bIKe(ax) IIPUHIIAIIOB CTHJINCTUYECKON
muddepeHManuy rocy/1apcTBEHHOIO SI3bIKa B
o(UIMaNTBbHO-IEIOBOM JKaHpE B UX YCTHOH H
MUCbMEHHOW  PAa3HOBMJHOCTSX;  SI3BIKOBBIX
XApaKTEPUCTHK THUIIOB TEKCTOB M PEUYEBBIX
KAHPOB,  peaJM3yeMbIX B  pa3IMYHBIX
(GYHKIMOHATBHBIX  CTWIAX  (oduImanbHO-
JIeJIOBOM, OOMXOJHOM) B HX YCTHOM U
IIMCbMEHHON Pa3HOBUAHOCTSX;
npodecCuOHaNbHOM JIEKCUKH HHOCTPaHHOI'O
A3bIKa, IPABUIT NEPEBOJIOB MPOPECCHOHATBHBIX
TEKCTOB

1.4. Dranbl dopMupoBaHHMsT KOMIETEHUMH M CpeACTBA OIEHUBAHUA
YPOBHSI UX c)OPMHUPOBAHHOCTH

KoHTpO/IbHO-0LIeHOYHBIE

Jranbl popMupoBaHus komnereHuuii | Komnerenuuu
cpeacTna / cnocod OleHMBAHUSA

Tema 1. Teoperuko-npaBoBeie u | YK-4 BricTynuieHne Ha DpPakTUYECKHX
HOPMAaTUBHBIE OCHOBBI 3aHATHUSAX, YCTHBIN OIIPOC
JIOKYMEHTAllHOHHOT O obecrnieueHus

yIpaBJIeHUs




Tema 2. Crangaptuzanus npouecca | YK-4 BeicTymuieHHE Ha IPAKTUYECKHUX
JIOKYMEHTHPOBaHUS 3aHATHSX, YCTHBIHM onpoc

Tema 3. Cucrema opranuzanuonso- | YK-4 BeicTynneHne Ha HpakTHYECKHX
pacrnopsaUTeIbHON TOKYMEHTALUU 3aHATHSIX, YCTHBIM onpoc

Tema 4. JlenoBoe nucbmo kak ocHoBHOU | YK-4 BeicTymuieHMe Ha IPAKTUYECKHUX
BUJI [IEPENIUCKU 3aHATHSIX, YCTHBIM onpoc

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

Tekymas aTrecTauus YK-4 KontposbHas padota
IIpomeskyTouHAs aTTeCTALMS YK-4 3auer

1.5. Onucanue nokaszarese (GOPMUPOBAHNS KOMIIECTECHIIMMT

Kox komnerennun Pe3yabTaTrsl chopMHUpPOBAHHOCTH

YK-4 3HaTh: OCHOBHBIE NPUHLUIIBI U HOPMbI KYJIbTYpbl PEUH; MPUHLUIIBI
B3aMMOOTHOIIEHUH B pabouyeM KOJUIEKTHBE; 3aKOHBI OOLIEHMS; MUMEEeT
NPECTaBICHNS O HEBEPOAIBHBIX CPEICTBAX KOMMYHHUKAIIHH, O PEYEBBIX
Oapbepax, HOpMax JIeJIOBOI0 pa3roBOpa; IpaBuUia U 0COOEHHOCTH
pEUEeBOro ATUKETA.

VYMeTh: NpaBUIbHO H3JaraTb CBOM MBICIM KakK B YCTHOH, Tak U B
NUCHbMEHHOW PEYH; BBICIYIIUBATh PA3INYHBIE TOUKH 3PEHHS, 00CYKIaTh
OCTpPbIE BOIIPOCHI.

Bnaners: HaBblkamMM MyOJIMYHOW M HAy4YHOM pEuu; JUTEPATYpHOU U
JIeJIOBOM MMCbMEHHOM M YCTHOM Peublo Ha PYCCKOM SI3bIKE

1.6. Kpurepuu oueHUBaHHSI KOMIIETEHIMHA HAa Pa3HbIX IJITanax HXx
¢popmupoBanus

KoanuectBo
Bup yueOHoit padoTbl 0aJ1s10B
(01010 300

BerinonHeHue u 3amura NpakTHYECKUX padoT 40 45
KonrponsHas pabora 15 15
Kontpomas camocrosaTenbHOi paboTh 20 20
VYcTHBIN 3aueT 25 20
Bcero 100

HaxkonureanHas cucreMa ounenuBanug mo 100-o0ajaabHoOM mKaje

YerpipexoaaabHas Cucrema
100-6anabHas | BykBenHas mikaJga, coorBercrByiomas 100-
cucTeMa OlleHUBAHUS . OlleHHBaHUS
IIKaJIa 0aJJIbHOI mIKaJIe
IK3aMeHa 3ayera
OTnu4aHO 90-100 A — OTIMYHO — TEOPETUUECKOE COJIEPHKAHUE

Kypca OCBOCHO IOJTHOCThIO, O€3 IIpoOeIoB;
HEO00XOJUMbIE IIPAKTHYECKUE HABBIKU PabOThI
C OCBOCHHBIM MaTepHaioM c(hOPMHUPOBAHBI;
BCE MPEIYCMOTPEHHBIE POrPaMMOoit 3aureHo
0o0y4eHust yueOHbIe 3aJaHus BBITTOJHEHBI,
Ka4€CTBO UX BBIITOJIHECHUS OLICHCHO YHUCIIOM
6au10B, OJIM3KUM K MAKCHMAJIbHOMY

Xoportio 83-89 B — 04eHb XOpOIIO — TEOPETUIECKOES




COJICpKAHUE Kypca OCBOCHO TOJIHOCTHIO, 0e3
po0OesIoB; HEOOXOIUMBIC TPAKTHYCCKHE
HABBIKH Pa0OTHI C OCBOCHHBIM MaTEPHUAJIOM B
OCHOBHOM c(hOpMHUPOBaHEI; BCE
MIPEyCMOTPCHHBIC IIPOTPAMMO 00yUYCHUS
y4eOHBIC 3aJJaHUs BBIITOJHECHBI, KAYECTBO
BBINOIHEH NS OOJILIIMHCTBA U3 HUX OLIEHEHO
YHUCJIOM 0aJUIOB, OJM3KMM K MAaKCUMAJILHOMY

Xopomio

75-82

C — X0OpOIII0 — TEOPETUUECKOE COJIEPIKAHHE
Kypca OCBOCHO MOJIHOCThIO; HEKOTOPbIE
MPaKTHYECKHE HABBIKK PabOTHI C OCBOCHHBIM
MarepuaioM chopMHpPOBaHbI HEOCTATOYHO;
BCE MIPEAYCMOTPEHHbIC MPOTPaMMOii
00y4eHHsl yueOHBIC 3a1aHUS BBHITIOJTHCHBI,
Ka4yeCTBO BBLIIIOJIHEHHS HU OJHOIO U3 HUX HE
OLICHEHO MUHHMAJILHLIM YHCIIOM 0aJlIoB,
HEKOTOPHIC BUJIBI 3aITaHHI BIMIOJHCHBI C
onInboKamMu

y)lOBJ'IeTBOpI/ITeJ'H)HO

63-74

D — yJI0BIETBOPUTEIBHO — TEOPETHIECKOE
coJiepKaHue Kypca OCBOCHO YaCTUYHO, HO
Ipo0eITBl He HOCST CyIECTBEHHOTO
XapakxTepa; He0OXOJMMBbIE IPAKTUIECKHE
HaBBIKH PA0OTHI ¢ OCBOGHHBIM MAaTEPHAIOM B
OCHOBHOM c(hOPMHPOBAHBI; OOJIBITHHCTBO
MIPEAYyCMOTPEHHBIX MPOTPaMMOi 00yUeHUS
y4eOHBIX 3aJaHUIl BBITIOIHEHO, HEKOTOPBIE U3
BBINOJIHEHHBIX 3aJIaHUH coJiepyKaT OIHOKH

Y 10BJIETBOPUTEIBHO

50-62

E — mocpezncTBeHHO — TeopeTHUECKOe
CoJIepKaHUE Kypca OCBOSHO YaCTUYHO;
HEKOTOPBIC MPAKTUYCCKUEC HABBIKU PAaOOTHI HE
c(hOpMHUPOBaHbI, MHOTHE TIPETYCMOTPEHHBIC
y4eOHO#l mporpaMMoii 00y4eHus yaeOHbIe
3a[JaHus HE BHITIOIHEHBI JTHOO Ka4eCTBO
BEITIOJTHEHHBIX HEKOTOPBIX U3 HUX OLICHCHO
YHCIIOM 0aIoB, OJM3KAM K MEHUMAIEHOMY

HeynosnerBopurensHo

21-49

FX — HeyIOBIETBOPUTETHHO — TEOPETUIECKOE
COJIEp>KaHUE Kypca OCBOEHO YAaCTHYHO;
HEOO0XOIUMBIC TIPAKTHYECKUE HABBIKH PaOOTHI
C OCBOEHHBIM MaTepUaIoM He
c(hopMHUPOBaHBI; OONBITUHCTBO
HPeAyCMOTPEHHBIX yUeOHOU IporpamMmoit
00y4eHurs: yueOHBIX 3aJJaHUI HE BBIMTOJTHEHO
00 KauyeCcTBO UX BBIIIOIHEHUS OIICHEHO
YHUCIIOM 0aJJIOB, OJIM3KUM K MHHUMAaJIbHOMY
MIPH IOTIOJIHUTEIBHO CaMOCTOSITEIbHOM
paboTe Hazx MaTepuaIoM Kypca BO3MOKHO
MTOBBIIICHUE KaYeCTBA BBIITOTHCHUS YUCOHBIX
3aJaHuN

HeynosnerBopurenbsHo

0-20

F — Hey10BIETBOPUTEIHHO — TEOPETHIECKOE
cofiep’kaHue Kypca He OCBOEHO;
HEOOXOANMBIE MTPAKTHYECKNE HABBIKN PabOTHI
He c(popMHPOBAHBI; BCE BHIOJHEHHEIE
y4deOHbIe 3aJJaHNs COep)KaT rpyObIe OMMOKH;
JOTOJIHUTENbHAsE CAMOCTOsATENbHAS paboTa
HaJI MaTepHaJioM Kypca He TIPUBENET K
KaKOMY-IH00 3HaYNMOMY ITOBBIIICHUIO
KayecTBa BBHIIIOJHEHHS YUSOHBIX 33 aHUI

He 3aureno

2. KOHTPOJIBHO-OEHOYHBIE CPEJICTBA

2.1. OueHoYHbIE CPEACTBA TEKYILEr0 KOHTPOJIA (THUIIOBbIE)




Bomnpocs! AJ1s1 yCTHOIrO omnpoca:

1. JlaiiTe onpeneneHue NOHATHUS «TOKYMEHT.

2. Packpoiite monstue «OY». HazoBure mpodeccruoHanbHbIE TEPMUHBI U
onpeeneHus B 00JacTH JAeJIONPOU3BO/ICTBA.

3. HazoBute u packpoiTe PyHKIIMH JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B 00JIaCTU OpraHMU3alMM JEJIONPOU3BOICTBA Bbl
3Haere? HaszoBuTe conepkaHue makeTa O0OS3aTEIBHBIX 3aKOHOAATEIbHBIX U
HOpPMAaTUBHBIX JOKYMEHTOB B obsactu JJOVY.

5. HazoBute mpaBuna  yTBEpXKICHHUS  JTOKyMEHTOB. TpeboBanus u
oopMIICHHE.

6. Kakue peKkBU3UTHI SIBIAIOTCS «OPUAWYECKH 3HAYMMbIMK»? [lpaBuna ux
oopmiieHus. YTo BKIItOUAET B ce0sl MOHATHE «IIPABOBasi OXpaHa JOKYMEHTOB»?

7. IlpuBeaute npuMepbl TOKYMEHTOB, KOTOPBIE MOJJIEKAT YTBEPKICHUIO U HA
KOTOPBIX CTaBUTCS Nedarh. Kak opopMIIstOTCs NepeuyHn TakKUX JOKYMEHTOB?

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

9. HazoBute pexBU3HTHI 00miero OmaHka W OnaHka s mucbMma. [IpaBumia
opopmiienusi. Kakue Bujpl OnaHkoB Bbl 3Haete? B ueM ocoOeHHOCTh OaHKa
JOJDKHOCTHOTO JIuua’?

10. CornacoBanue u Bu3upoBanue. Ha3oBure BUAbl U CPOKU COIVIACOBAHUS, U
BU3UPOBAHKE TOKYMEHTOB.

11. Pacckaxxute O medyarsx M IITaMIax NpeanpusTHil W opranuzanui. Ha
KakMX JIOKyMeHTax cTaBsTcs nedarb? Kakue TpeOoBaHus MNpeabsBiIsiOT K
UCITIOJIb30BaHUIO repOoBOil mevatu?

12. PackpoiiTe conepikaHue TOHSATUS «ympaBieHHe». HazoBure cHCTEMBI
NOKYMEHTOB ympaBieHus. Packpoiite nonstue «OP[]». Kakue rpymnmbel u BHIbI
JTOKYMEHTOB BXxoaiT B OP/1?

13. Pacckaxkxutre 00 OCOOEHHOCTAX JJIEKTPOHHOTO JTOKYMEHTA, JJIEKTPOHHOMN
NEPENUCKU U TpeOOBAHUAX, IPEIBABIAEMbIX K HEH.

14. B yem ocoOenHocTu OnaHka sl mucbma? HazoBuTe pekBU3UTHI OJlaHKa
JUISL IAChMa U PEKBU3UTHI CITyKEOHOTO MHChMA.

15. Yto pernaMeHTHpYyET TUTIOBAsE MHCTPYKIIHS 10 JeTONpou3BocTBY? Jlaiite
XapaKTEPUCTUKY OPTaHU3aLMOHHBIM JOKYMEHTAaM U HA30BUTE UX BUJBI.

16. HazoBute Buabl WHGOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, JaiiTe
XapaKTEPUCTUKY Kaxa0My Buay. [IpuBenuTe n3BECTHBIE BaM BUBI PETUCTPALIUY.

17. JlaiiTe = XapakTEpUCTUKY YyYPEAUTENbHBIM JOKYMEHTaM U  YCTaBy
npeanpusatus. Kakve BUJIbl yCTaBOB Bbl 3HaeTe?

18. Jlaiite  xapaktepuctuky aAokymeHty «llojoxkeHue» ©  Ha30BUTE
CTPYKTYPHBIEC YACTH TEKCTa JOKYMEHTA U €r0 COACPKaHUS.

19. JlaiiTe xapakTepucTuky nokyMeHTy «MHcTpykius». [IpuBeauTte npumepsi.
JloKHOCTHAs! MHCTPYKLMS, CTPYKTypa Tekcta. Odopmnenune. O3HaKOMIIEHUE.

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



21. IIpaBuia BHYTpEHHETrO TPYI0BOTO pacnopsiaka u [lonoxenue o nepconaie.

22. JlaiiTe XapaKTEepUCTUKY PACIIOPATUTENbHBIM IOKyMEHTAM.

23. HazoBute BUJIBI paCIOPSAUTEIBHBIX TOKYMEHTOB U OCOOCHHOCTH KaX/I0TO.
Ha3zoBute CTpyKTypHBIE 4YacTH TEKCTa  PACHOPSAOUTENBbHBIX  JOKYMEHTOB,
oopmiieHne npeaMOyIIbl U PACTIOPSIUTEIBHON YacTH.

24. B 4yem ocoOeHHOCTH CiykeOHbIX mmcemM? HazoBuTe BHABI CITy)KEOHBIX
nucem. Kakue Tpe6oBaHUA MPEIBABISIOTCS K TEKCTY CITY>KEOHBIX muceM?

25. HazoButre mpaBuia oGOpMIICHHS  PEKBU3UTA  «ajpecar». Bumusl
aJipecoBaHUS.

26. UTo BXOJIUT B IOHITHE «IIPOBEACHUE IKCIIEPTU3BI [ICHHOCTU JOKYMEHTa» ?

217. PackpoiiTe TOHSTHS <«JIOKYMEHTOOOOPOT», «JIOKyMEHTOMOTOKW». JlaiiTe
XapaKTEPUCTUKY KaXKJIOMY BHIY JIOKYMEHTOIOTOKA, YKaXXUTE HX OCOOECHHOCTH.
Kakxum 06pazom onpenensiercss JOKyMEHTOOOOPOT MPEAIPHUSITHS ?

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

29. IlonroToBKa MOKYMEHTOB K CJadye B BEAOMCTBeHHBIM apxuB. Caada
JOKYMEHTOB B apXuB opraHuzanuu. Onucu JOKYMEHTOB, HaxOIAIIUXCS B JIEIE.
®dopma u conepkaHue akTa 00 YHUYTOKEHUHU JOKYMEHTOB U JIE.

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

31. PacckaxuTe 0 BHUJAX BXOJAININX, MCXOIANINX BHYTPEHHUX JOKyMEHTAaX.
JoxymenToB. IlpuBenure Gopmbl KypHalbHOM peructpauuu. Pacckaxure o
peructpanuu ¢ nomompro PKK n aBTOMaTn3npoBaHHoOM.

32. Yto BKiItOYaEeT B ceOs MOHATHE «(HOPMUPOBAHUS» U «ODOPMIICHUSD N1E?
HazoBute npuszHaku opopmMiieHUs: 00JI0XKKH JEII.

33. Cpoku XpaHEHHs] JOKYMEHTOB B 3aBUCHUMOCTH WX 3HaumMmoctu. HazoBute
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OIPEAEIISIOT CPOKH XPAHEHHUS.

34. Yto BKIIOYAET B ce0s MOHATHE «IOATOTOBKA JOKYMEHTOB K apXHUBHOMY
xpaHeHno»? OyHKINH, 3a1a41 U OTBETCTBEHHOCTH JK.

TecTsl 1J151 NpOBeIeHUA KOHTPOJIbLHOM padoThI:

1. IIpaBuiIbHas MOCJEI0BATEJBHOCTh HANMCAHMS 3JEMEHTOB IOYTOBOIO
aJpeca Ha NMOYTOBBIX OTNPABJICHUAX:

a) MOYTOBBIN UHICKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEP KBApTHUPHI;

') HA3BaHHME HACEJIEHHOTO ITyHKTa;

1) Ha3BaHHE 00J1aCTH, Kpast, peCITyOIuKH;

€) CTpaHa;

’K) HOMED JIOMa;

3) Ha3BAHME YJIMIIBI.

2. YHnpuuupoBaHHAs CUCTEMA JOKYMEHTALMHU — ITO:



a) cucTeMa JOKyMEHTAIlMW, CO3[[aHHas 10 €JAMHBIM MpaBWiIaM U TpeOOBaHUSM,
coaepkaiiast HOpMaIKIo, HEOOXOIUMYIO JIJIsl YIPaBIEHHS B ONpeAeTIeHHON cdepe
TeSITETTLHOCTH;

0) yaupupoBanable  GOPMBI  JOKYMEHTOB, CHCTEMATH3HPOBAHHBIC IO
(GYHKIHSAM yIIpaBIICHYS,

B) COBOKYITHOCTh JIOKYMEHTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C PEUIACMBIMH

JTIOKYMEHTaMU;
I') COBOKYITHOCTb JIOKYMEHTOB, CBSI3aHHAas €JAMHOOOPa3HBIMH  ITpaBUJIAMH
odopMIICHHUS.
3. Bo3MOKHOCTH MCHOJIB30BAHUS (PAKCMMUJIE KAK COOCTBEHHOM IMOIIMMCH
perjiaMeHTHPYeTCs:

a) TpaXKJIaHCKUM KoJiekcoMm PD;

0) mpaBUJIaMu JIEJIONIPOU3BOACTBA B (PeiepaibHBIX OpraHaX HCHOJHUTEIHLHOM
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JIAHKOB COOTBETCTBYET JaHHbIN HA00P PEKBU3UTOB?

a) l'ocynapcrBennslii  repd  Poccuiickoii  ®enepauuu, repd cyObekrTa
Poccuiickoit  ®Depeparuu, sSMOieMa OpraHW3allMd, TOBApHBIM 3HAK  (3HAK
o0cITyKUBaHUS), 1aTa, HOMEP, MECTO COCTABIICHUS WU U3/IaHMUS;

0) OJlaHK TUChbMa;

B) 00mIMii OJaHK;

r) OJ1aHK KOHKPETHOTO BHJ1a JOKYMEHTA.

5. Ilopsinok HAMUCAHMS IOYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [IpaBunax aenonpou3BojAcTBa B (pelepalibHbIX OpraHax HCHOJHUTEIbHOM
BJIACTH;

6)B 'OCT P 7.0.97-2016;

B) B [IpaBuiax okazaHus ycayr MOYTOBOM CBS3H.

6. PexkBU3HUT «BU32» MOKET BKJIKOYATh:

a) TOJDKHOCTh BU3HMPYIOLIETO, €ro MOJANUCH, PacM(PpOBKY (MHULUAIBL U
dbamunus) u gary;

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

B) JIOJDKHOCTD, TIOJINUCH J1ATY;

I') OJKHOCTh, OJMUCH, paciu@poBky nognucu (@. . O.).

7. 'epOoBasi me4yaThb NPOCTABJISAETCH HA MUCbMAX:

a) peKJIaMHBIX;

0) HaIIOMUHAHUSX;

B) IPUTJIALLICHUSIX;

') TapaHTUMHBIX;

1) ”HGOPMAITMOHHBIX.

8. TekcT [0OKYMEHTOB COCTABJSKT Ha TOCYJIaPCTBEHHOM  fi3bIKe
Poccuiickoii ®enepanuM WJIH Ha TOCYAAPCTBEHHBIX $A3bIKAX CY0ObEKTOB
Poccuiickoii @egepaunu B COOTBETCTBUM C:

a) MpaBuja JEJIONPOU3BOJICTBA B defepalbHbIX OpraHax HWCIOJHUTEIbHON
BJIACTH;



0) 3akoHosIaTenbecTBOM  Poccuiickoit deneparun 1 cyObekToB Poccuiickoi
denepannuy;

B) ['CJIOY;

') TUIIOBOM MHCTPYKIIMEHN MO I€IONPOU3BO/JICTRY.

9. esibI0 CTAHAAPTU3AIUM JOKYMEHTOB SIBJISIETCS:

a) OPUINYECKOE 3aKPEIUICHNUE PE3YIhTaTOB YHU(DHUKAIIUN JOKYMEHTOB;

0) pa3paboTKa HOMEHKIIATYPY JIETT;

B) cUCTeMaTH3allks JOKyMEHTOB B OpraHU3alluy;

r) oOecrieyeHre COXPaHHOCTH JOKYMEHTOB;

1) 3aIuTa KOHOUICHITMATLHOCTH HH(pOpMAIIH.

10. VYkaxkure BapuaHT OTBETOB, B KOTOPOM IPaBWJIbHO HAa3BaHbI
PEKBU3UTHI 0JIAHKA NMUCbMA:

a) (rep6, »oMOiema), KOJ OpraHu3alluyd, HAUMCHOBAHUS OpTraHU3allUH,
CIpaBOYHBIC JaHHBIC OO0 oOpraHu3amuu, KOA (GOPMBI TOKyMEHTa, MECTO IS
MPOCTABJICHUS JaThl JOKyMEHTa, MECTO I MPOCTABJICHHUS PETUCTPAIMOHHOTO
HOMEpaA IOKyMEHTA, CChIJIKa Ha HOMEP M JaTy BXOSIIETO JOKYMEHTA;

0) (repdb, 5MmOsiemMa), HaMMEHOBAHMSI OpraHU3alMU, KOJI OpraHu3alluM, JaTa
JTOKyMEHTA, MECTO JIJISl POCTABJICHHS PETUCTPAITMOHHOTO HOMEpa TOKyMEHTA, MECTO
W3JIaHUS TOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOJSIIETO TOKYMCHTA;

B) (rep0d, »MOleMa), HAWMEHOBAaHUS OpPraHW3allM¥, HAUMEHOBAaHUS BHUAA
JIOKyMEHTA, JaTra JOKYMEHTOB, KOJl (POpMBI JTOKYMEHTa, MECTO JUIsl TIPOCTaBIICHUS
PErUCTPAllMOHHOTO HOMEpa JOKYMEHTa, CIpPaBOYHBIC JaHHbIE 00 OpraHu3allu,
CCBhUIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, sMOnema), HaMMEHOBAaHWS OpraHU3allid, CIPABOYHBIC JIaHHBIE 00
opranuzanuu, koj opranuzanuu OI'PH, mecto st npoctaBienust JaThl TOKYMEHTA,
MECTO JIJIsl MPOCTABJICHUSI PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChIIKAa Ha HOMEP
U ATy BXOJSIIETO JOKYMEHTa, MECTO ISl 3aT0JIOBKA K TEKCTY.

11. K opranu3anmoHHbIM JOKYMEHTAM OTHOCATCSH:
a) TPOTOKOJI,
0) ycrTas;

B) MHCTPYKIIUS;
I) T[OCTAHOBJICHUE;
1) TOJOXKECHUE.
12. K pekBM3MTaM NPUKA3a OTHOCATCSH:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3alINU;
B) HaMMEHOBAHUE BUJA JOKYMEHTA,
I) 3arojlOBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS,;
€) TIOAIHUCH.
13. AKTBI CO31a10TCS:
a)  KOJUIETHAJIbHO;
0) Ha OmaHkax;
B) Ha COBCIAaHWM;
I')  BBIIECTOAIICH OpTaHU3AINECH.



14. HopMaTuBHBII aKT, H31aBaeMbld JIMPEKTOPOM 00pa30BaTeJIbHOM
OPraHU3alMU WIH YUPE:KIeHUsl, 3TO:
a) MpuUKas;
0) TIOJOXKCHHE,
B) PpACIOPSIKEHUE;
I) PpEIICHHUE.

15. Bo BpeMsi NpoM3BOACTBEHHOI'0 COBCIAHUS Yy JAMPEKTOpPa CeKpeTaphb
3allUChIBAJI BBICTYIUICHUSI U NpPHUHATHE pemieHusi. Kakoidl TOKymMeHT ciiexyer
0(p)OpMHTH MO UTOraM 3acelaHus?

a) [Iporokou;

0) pelieHue;

B) pacopsiKEeHHE,

I') IPOTOKOJI, PEIICHUE U PACHIOPSIKEHUE;

1) 0 yCMOTPEHHUIO Ha4aJIbCTBA.

16. PexkBu3duTtamMu BHELIHEl CIIPAaBKH SIBJISIETCS:

a) Ievarh;

0) IOAINCE;

B) HAUMEHOBAHUE BUJIA JOKYMEHTA,

r) ajpecar;

1) HAMMEHOBaHUE OpPraHU3alUu;

€) CCBUIKA Ha JaTy PErUCTPAalMOHHBIA HOMED.

17. ®@axkc oTiiMm4aercsi OT NMCbMA MO0 0POPMIIEHHIO TEM, YTO:

a) SIBJISIETCS HE NOJIMHHUKOM, a KOIHEN JOKYMEHTA;

0) COEPKUT PsiZl JOTIOJIHUTENbHBIX PEKBU3UTOB;

B) 1euartaercs Ha Tenedakce;

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

18. BbigesnTe M3 KaKUX pa3esioB COCTOMT TEKCT NMPHUKA3a 10 OCHOBHOM
NesITeJIbHOCTH:

a) KOHCTaTUPYIOUIUHI U pacloOPsANTENbHbIN;

0) KOHCTATUPYIOIIUIA U TIOCTAHOBJISIIOIIINIA;

B) KOHCTATUPYIOIIUI U TIPeAJIararoiuii;

I') OCHOBHOM M KOHCTaTUPYIOIIUH.

19. Bbigenute, B KaKOM H3 BH/JI0B J0KYMEHTOB He NPOCTABJISAIOTCSH
PEKBU3UT HAUMEHOBAHMS BH/1A JOKYMEHTA.

a) 3asBJICHUE;

0) cirykeOHOe TTHCHhMO;

B) JIOKJIQ/THAS 3aITHCKa,

') JOJKHOCTHAs HHCTPYKITUSI.

20. PacnpemesnrTe yKazaHHbIe HMKe JOKYMEHTbI Ha 3 TIpyNIbI:
a) opraHM3aluoOHHbIe, 0) pacnopsAAUTeIbHbIC, B) HHPOPMALIMOHHO-CIIPABOYHbIE.

1. Pestome.

2. JIoJbKHOCTHAs! MHCTPYKIIMS.

3. PacniopsikeHue n1upekTopa.

4. CBonka.

5. IloctaHoBNIEHUE KOJJIETHH.



6. UHCTpyKIIMS 1O 1€TONPOU3BO/ICTRY.

7. CnpaBka ¢ Mecta pabOThlI.

8. [Ipukas o mpueme Ha paboTy.

9. lllTatHOE pacmcaHue.

10. TpynoBoii AOTOBOP.

11. IlpurnamieHue Ha BHICTABKY.

12. Permament.

21. Komuccusi mo pacciielOBaHHIO MOXKapa, TMPOU30OUIEANIero B
00pa3oBaTeIbHOM YUpPeKAeHNHU, YCTAHOBUIM Psijl (PaKTOB, KOTOPbIE MOCTYKUIU
NPUYMHON moxkapa. Kakoi J1OKyMeHT J0/I2KHA COCTABUTH KOMUCCHUSA?

a) AKT;

0) cipaBKy;

B) IOKJIQJHYIO 3aIUCKY;

') THCTPYKLIHIO O IPOTHUBOMOKAPHOU O€3011aCHOCTH.

22.  JIOKYMeHT,  aJpecOBaHHBII  PYKOBOAMTEJI0  OpPraHM3aLUM,
coep:Kamuii  00CTOSATEILCTBEHHOE M3JI0KeHHMe KaKoro-iuéo Bompoca c
BbIBOJAMHM U NMPeEIJI0KEHUSIMHU COCTABJICHNUS, HA3bIBACTCH:

a) aKT;

0) npencTaBiICHUE;

B) JOKJIaTHAs 3aIIUCKa;

) IPEAJIOKEHHUE.

23. laToii c1y:KeOHOT0 MUChbMA SIBJISIETCS 1aTa:

a) COCTaBJICHUS;

0) OoTIpaBJICHHUS;

B) MO/ CAHUS,

') TOJIYYEHUS.

24. CnucoK NMPUCYTCTBYIOIIMX HA 3acelaHuud odopmiisieTcsi OTAEJbHO U
NPHJIATAeTCsl K NPOTOKOJIY, €CJIM TAKOBbIX:

a) 6onee 15;

0) 6oee 10;

B) OoJiee 25.

25. Odopmienne 00JI0KKM JAejia IS MOCJACAYIOLIEro XpaHeHHs
onpeaessieTcs:

a) CTaHAapTOM;

0) MHCTpYKLHEN MO JEIONPOU3BOJICTBY;

B) pacnopsbDKEHUEM PYKOBOAUTETIS.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA NMPOXOJAUT B Jramna:

a) 4eThIpE;

0) Tpu;

B) JIBa.

27. Homenkiaartypa ae (padounii 3K3eMILIAP) NOMEIAOT HA:

a) CTOJIC, IO CTEKIIOM;

0) nBepiie mkada c JOKyMEHTaAMU,

B) BHYTPEHHEN CTOPOHE ABEPILIbI MKa(da ¢ JOKyMEHTaMHU.




28. Bce JuaucThl Jesia mpM MOATOTOBKE HMX K Iepeaade B apXuB
HYMEPYIOTCH:

a) YepHBIM rpapUTHBIM KapaHIaIIoM;

0) YepHBIMH YEPHUIIAMU;

B) KpaCHbIM KapaH1alllOM.

29. Bxoasimue J0KYMEHTBI peruCTPUPYIOTCH:

a) MOCJe O3HAKOMJIEHUS] C HUMHU PyKOBOIUTEIS;

0) B IepBOM MOJIOBUHE JTHS MOJTYYCHHUS;

B) /10 O3HAKOMJICHUS] C HUMU PYKOBOIUTES.

30. Kaxxnasi o0pa3oBaTe/ibHAasi OpraHnu3anus 00si3aHa UMeTh:

a) CBOJIHYIO0 HOMEHKJIATYPY;

0) UHIUBUIyaIbHYI0 HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYPY.

31. 3a CKOJIBLKO AHeH 10 MCIOJHEHHS NPOBOAAT MpeaylnpeauTebHbII
KOHTPOJIb?

a) 1Ba;

0) ouH;

B) TPHU.

32. PazgeiuTesIAMHU B CIIPABOYHOM KAPTOTEKE CJIYKAT:

a) Ha3BaHUsI CTPYKTYPHBIX MOAPA3ACIICHUI;

0) HaIpaBJIEHUs AESITEILHOCTU MIPENIPHUATHS;

B) THU HEJIEJIH, MECSLa.

33. Ha ucxoasimeM JOKYMEHTE PEKBU3UT «1aTa» CTABUTCH:

a) COCTaBUTEJIEM JOKYMEHTA,

0) pu perucTpanmy;

B) [TOCJIE TIOJUCAHUS PYKOBOJUTENIEM.

34. Ecau B gesie coaepskarcsi JOKYMEHTbI PAa3JIMYHOM LEHHOCTH, TO CPOK
XPaHEHHUs YCTAHABJIMBAETCSH:

a) OOJbIINI;

0) MEHBIIINIA;

B) CPEIHUM.

3ajaHus QI CaMOCTOSATEJIbHOM Pad0ThI

3aganme 1. OdopmuTh BCe OTMETKH, KOTOPHIE CTaBST Ha JIOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYxkaxure MeCTOPACIOIOKEHUS 3TUX
PEKBHU3UTOB Ha OyiaHke popmara A4.

3aganue 2. 300pa3ure cxemMaTHyeCcKy KJIaCCU(PUKALUIO JOKYMEHTOB.

3aganme 3. Bemmmumre Ha juct Qopmata A4 Bce mpaBuiia 0)OpPMIICHUS
TEeKCTa JOKYMEHTa: WHTepBasibl, mpudThl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2016.

3ananme 4. CoctaBuTh U O(GOPMUTH AOKIAIHYIO 3alUCKy O HapyLIEHUU
TPYJIOBOM TUCUUILIMHBI paOOTHUKOM. Bce peKBU3UTHI U 31€MEHThI TEKCTA JOOABUTH
camoctoaTenbHo. Hamucatb OOBSCHUTENBHYIO 3alMCKy OT HMMEHU pPaOOTHUKA,
HapYILIUTENS TPYAOBOM AUCIUIUIMHBI.

3apanme 5. Hanncatb 0TBETHOE MMCHhMO-0J1ar0JapHOCTh Ha MO3/PABJICHHE.



2.2. OueHOYHbIE CPeACTBA 1JIsl MPOMEKYTOUHOI aTTecTalnu (3a4eT)

Bonpocsl aJis1 npoBeieHU 3a4eTa:

1. ITonsTHE «JIOKyMEHT» U €T0 (PYHKIIUH.

2. Knaccudukanus J0KyMEHTOB.

3. CyuiHoCTh M OCHOBHOE Ha3HAaY€HHE JOKYMEHTAI[MOHHOTO oOOecreueHus
JESTEIIbHOCTH IEjarora.

4. Cuctembl TOKyMEHTALIHH.

5. 3aKkoHOJaTeNbHAsl U HOPMAaTUBHO-METOAMYECKas: 0a3a JOKYMEHTAllMOHHOIO
o0ecrieueHus ynpaBIeHUsL.

6. ®opmyJsisip TOKyMEHTA.

7. CocTaB peKBU3UTOB JIOKyMEHTOB.

8. TpeboBanus K 0POPMIICHNIO PEKBU3UTOB JOKYMEHTOB.

9. TpeOoBanus Kk OIaHKaM JOKYMEHTOB.

10. Cucrema qoKyMeHTAITMU B 00pa30BaTeIbHON OpraHU3aIliy.

11. Opranuzanuonssie 10KyMeHTbl cucteMbl OPJ[. O0miast xapakrepuctuka u
Ha3HAYEHUE JOKYMEHTOB.

12. PacniopsinutenbHbie JOKyMeHTHI cuctembl OPJl. OO0riast xapakTepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

13. UndopmanmionHoO-cipaBouHble  JOKyMeHThl cucteMbl OPJ[.  OOmas
XapaKTEpHUCTHKA U HA3HAYEHUE JTOKYMEHTOB.

14. JlenoBoe nUCbMO KaK OCHOBHOM BUJI IIEPETIUCKH.

15. bianku g1t nuceM. @opmyJsip J€I0BOro MUCHhMA.

16. OcobenHocTH 0(UIIMaTbHO-AEIOBOTO CTUJISI COCTABIEHMSI TEKCTA JIEIIOBOTO
nuchMa.

17. Buapl  choy>XeOHBIX  THCEM, COCTaBJISIFOIIIME  OCHOBY  JICJIOBOM
KOPPECTIOHEHIUH.

18. DnekTpoHHas nepenucka. DIEKTPOHHBIN TOKYMEHT.

19. Opranuzanus T0KyMeHTo000poTa 00pa3oBaTeIbHON OpraHU3aIlnu.

20. ®opmbl opraHM3anuu  pabOTHl € JOKyMEHTaMHu. JlOKyMeHTOOOOPOT.
JIOKyMEHTOIOTOKH.

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

22. Tlopsiiok 06pabOTKU UCXOISAIINX JTOKYMEHTOB.

23. Iopsiiok paboThI C BHYTPEHHUMHU JOKYMEHTaMHU.

24. HomeHknaTypa Jael.

25. ®opmupoBanue,  odopmiieHHE,  XpaHEHHEe Jed B TEeKyIleM
JEJIONPOU3BOICTBE.

26. Yaudukamms 10KyMEHTOB.

2. CranpapTu3anus JOKyMEHTOB.

28. Hymepaiysi MHOTOCTPAaHUYHOTO JJOKYMEHTA.

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

30. Pestome, aBToOMOrpadus, XxapakTepucTHKa: MOHATHE, HA3HAYEHHUE, COCTAaB
PEKBU3UTOB.

31. 3asaBieHue: MOHATHE, HA3HAYECHHE, COCTAB PEKBU3UTOB.



32.
33.
34,
35.
36.
37.

CHY)KG6H&H 3allCKa: IMIOHATUC, HA3HAYCHHUC, COCTaB PCKBU3UTOB.
OOBbsicHUTEIbHAS 3aI1CKa: IMOHATHUC, HABHAYCHHUC, COCTAB PCKBU3UTOB.
I[OKJ'IEII[H&?I 3aIllMCKa: IIOHATHUC, HA3HAUYCHUC, COCTAB PCKBU3UTOB.
CnpaBKa: INOHATHC, HABHAYCHUC, COCTAB PCKBU3HUTOB.

AKT, IMIPOTOKOJ: IOHATHUC, HA3HAYCHUC, COCTAaB PCKBU3HUTOB.

HpI/IKaS, PaACIOPAKCHHUC: ITOHATHC, HABHAYCHUC, COCTAB PCKBHU3HUTOB.

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

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

40. JoimKHOCTHAsI MHCTPYKIIMS: TIOHSITHE, Ha3HAYEHHE, COCTaB PEKBU3UTOB.

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

42. [lpaBuna: nmoHsATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

43.
44,
45.
46.

KonnekTruBHbII 10roBOp: NOHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.
Oco0eHHOCTH COCTaBIEHHS TEKCTA IPOTOKOJIA.

Oco0eHHOCTH COCTaBIEHMSI TEKCTA IIPUKA3a.

PexkBu3utsl rep0, sMOiemMa, TOBAapHBIM 3HAK (3HAK OOCIYXUBaHHUA), KOA

(GbOopMBI IOKYMEHTA.

47.

PexBU3UT HaMMEHOBaHWE OpraHU3alli, HAMMEHOBAHUE CTPYKTYPHOIO

noapasacICHusl, HAMMCHOBAHUC TOJIZKHOCTH JIMIIA.

48.
49.
50.
ol.
92.

PexBU3UT cripaBOYHbIE JaHHBIE 00 OpraHU3aAINH.

PexBu3UT HaMeHOBaHKUE BUA IOKYMEHTA.

PexBU3UT aTta JOKyMEHTa.

PexBHU3UT perucTpalmoOHHbII HOMEP TIOKYMEHTA.

PekBHU3UT CChUIKA HAa PETUCTPALMOHHBIM HOMEP W ATy MNOCTYNHBUIETO

JIOKYMEHTA.

53.
54,
55.
56.
57,
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.

PexBu3uT MecTO cocTaBiieHUs (M31aHMS) JOKYMEHTA.
PexBu3ut rpud orpaHuueHUs JOCTYIA K JOKYMEHTY.
PexBusur angpecar.

PexBu3ut rpud yTBEpKACHUS JOKYMEHTA.

PexBU3HUT 3arojIOBOK K TEKCTY.

PexBU3HUT TEKCT JOKYMEHTA.

PexBU3UT OTMETKA O MPUIIOKECHUHU.

PexBu3ut rpud coriiacoBaHusi JOKyMEHTA.

PexBu3ut Bu3a.

PexBu3uT noamnuce.

PexBu3uT 0T™METKa 00 3JIEKTPOHHOM TTOITUCH.
PexBu3uT neyars.

PexBH3HUT OTMETKA 00 MCHIOITHUTEIE.

PexBHU3UT OTMETKA O 3aBEPEHUH KOIIUH.

PexBU3UT OTMETKA O MOCTYIUICHUU JOKYMEHTA.
PexBu3uT pesosronus.

PexBU3UT OTMETKA O KOHTPOJIE.

PexBU3UT OTMETKA O HANpPaBJICHUU JOKYMEHTA B JIEJIO.



