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1. HACIIOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NpUMEHEHUA

®onn  oneHouyHsix cpenacts (GOC) — HeorbemiieMas dacTb pabouei
IporpamMMbl  JUCHUIUIMHBL  «J[OKYMEHTallMOHHOE OOECIeUYeHHe JeATEeIbHOCTH
nejarora)» M npeaHa3HayeH JIJIsi KOHTPOJISI U OLIEHKU 00pa30BaTENIbHBIX JOCTHKEHUM
CTYJIEHTOB, OCBOUBIIIUX POTPAMMY JUCIUTIINHBI.

1.2. Hean u 3aga4u GoHAA OLIEHOYHBIX CPEACTB

Henp ®OC — yCTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKHA OOYYarOIIErocs
tpeboBanusiM PI'OC BO OakanaBpuar mo HampaBlieHUIO MoArotoBku 44.03.05
[lenarornueckoe obpazoBanue (¢ AByMs MpOUISIMU MOATOTOBKH), YTBEPKIACHHBIM
npuka3oM MuHHCTEpCcTBa OOpa3oBaHus U Hayku Poccuiickoit ®epepauun ot 22
deBpans 2018 r. Nel25 (c uzamenenusimu u jonoiaHeHusiMu) U [IpodeccuonanbHbIM
CTaHAApTOM, YTBepkAcHHBIM [Ipukazom MuHHCTEpCTBa Tpyla U COLUAIBHOU
3amuThl  Poccuiickoit  ®enepanmun «O0  yTBepKACHUHU MPOo(ECCHOHATBHOTO
crannapra ,llemaror (menmarormueckas HA€ATEIbHOCTh B CQepe IOIIKOIbHOTO,
HayaJbHOTO OOIIEro, OCHOBHOTO OOIEro, CpeaHero ooOImero oOpa30BaHMS)
(BociuTartenp, yuutenn)“» oT 18 okTsaopst 2013 1. No 544H.

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

[Ipouiecc ocBoeHUs: AUCIHUIUIMHBI HAaNIpaBieH Ha (OPMUPOBAHUE CIEAYIOIIUX
KOMITETEHLIM ¥ MHJIUKATOPOB MX JOCTHXKEHUS:

Kop no oroC BO WHaukaTop AOCTUXEHUA

yHMBepcaﬂbele

YK-4. YK-4.1.

Crnioco0eH oCyIIecCTBIATh IETI0BYIO OcymecTBiasieT JEJI0BYIH0 KOMMYHMKAIMIO B

KOMMYHHUKAIIUIO B YCTHOW U TUCbMEHHOMN YCTHOH ¥ mnuchMeHHOHM  ¢dopmax  Ha

dbopMax Ha TOCYTaPCTBEHHOM SI3BIKE roCyAapCTBEHHOM S3BIKE Poccuiickoit

Poccuiickoii ®eneparuu u nHocTpanHoM(bx) | Peaeparmn

A3bIKe(ax)

1.4. Dranbl dopMupoBaHHMsI KOMIETEHUHMH M CpeACTBA OIEHUBAHUA
YPOBHS uX c)OPMHPOBAHHOCTH

N KoHTpPOJ/ILHO-01LIEHOYHBbIE

Jransbl popmupoBaHus komnereHund | Kommnerenuumn

cpeacTBa / cnnocod oleHMBAHUS
Tema 1. Teoperuko-npaBoBeie u | YK-4 BeIcTyruieHHe Ha NpPaKTUYECKUX
HOpMaTHBHBIE OCHOBBI 3aHATHUSX, YCTHBIN ONPOC
JOKYMEHTAIlMOHHOTO obecrnieueHus
yIpaBICHUS
Tema 2. Crangaptuzanus npouecca | YK-4 BelcTyIuleHHMe Ha IPAKTUYECKUX
JOKYMEHTHUPOBAHHUS 3aHATHAX, YCTHBIHA OIPOC
Tema 3. Cucrema opranuzanuonso- | YK-4 BelcTyIuleHHMe Ha IPAKTUYECKUX
pacopsIANTEIbHON JOKYMEHTAUU 3aHATHAX, YCTHBIHA OIPOC




Tewma 4. [lenoBoe nmucbmMo kak ocHOBHOH | YK-4 BelcTymuieHre Ha NOpPaKTUYECKUX
BUJI TIEPETTUCKI 3aHATHSX, YCTHBIH OMpPOC

Tema 5. Opranuzanus | YK-4 BeicTymuieHre Ha NPaKkTUYECKHUX
JOKYMEHTOO0OpoTa  00pa3oBaTeNbHON 3aHATHUSX, YCTHBIM OMpocC
OpraHu3anuu

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

1.5. Onucanue nokasareseil GopMUpPOBAHUSA KOMIIETEHIUH

Koa komneTeH umn Pe3yj1bTaTbI C(bOpMVIpOBaH HOCTU

VK-4 3HaeT: JUTEepaTypHyl (OpMy TOCYAApCTBEHHOIO SI3bIKa, OCHOBBI
YCTHOM M IUCHbMEHHOM KOMMYHHUKAIlMM HAa WHOCTPAHHOM S3BIKE,
(yHKIMOHAJIbHBIE CTUIM POJHOTO $3bIKa, TpPeOOBaHUS K JEJIOBOM
KOMMYHHUKAIUH.

YMeer: BbIpaxaTh CBOM MBICIIM Ha POAHOM M HMHOCTPAHHOM SI3bIKE B
CUTYallUU JEJI0BON KOMMYHUKALIUU

Brnaneer: HaBBIKAMH COCTaBJICHHS TEKCTOB Ha TOCYIapCTBEHHOM U
POJHOM $I3bIKaX, ONBIT MEPEBOJIa TEKCTOB C MHOCTPAHHOI'O s3bIKa Ha
POJIHOM, OTBIT OOIIEHHSI HA TOCYIaPCTBEHHOM M HHOCTPAHHOM SI3BIKAX.

1.6. Kpurepuu oOueHUBAHMSI KOMIIETEHUMHA HAa Pa3HbIX IJTanax Hux
(¢opmMupoBanus

Konu4yectso
Bup yyebHoli paboThbl 6annos
090 300

BbinonHeHue n 3awmta npaktnyecknx pabot 40 45
KoHTponbHas paboTta 15 10
KoHTponb camocToaTensHou paboThl 20 20
YCTHbIN 3a4eT 25 25
Bcero 100

HaxonureanHas cucrteMa ounenuBanus mo 100-o0ajabHo0M mKkaJje

YeTbipexbannbHas Cucrema
100-6annsHas BykBeHHas wkana, cooTBeTCTBYOLas
cuUcTema oLeHUBaHUS oLeHMBaHus
LKana 100-6annbHol LWKane
aK3ameHa 3avyeTa
OTnnyHo 90-100 A — oTnun4yHO — TeopeTudeckoe

copepkaHme Kypca OCBOEHO MOSTHOCThHO,
6e3 npobenoB.; HeobxoanMbIE 3auTteHo

npakTu4eckne HaBblki paboTbl C

OCBOEHHbIM MaTtepuanom




chOpMMNPOBaHbI; BCE NPeayCMOTPEHHbIE
nporpaMmmoin obyyeHusi yuebHble 3agaHus
BbIMOSTHEHbI, KAYECTBO WX BbIMNONTHEHMWS
oLeHeHo ymcnom 6annos, 6rM3kUM K

MaKCcumalribHoOMy

XopoLuo

83-89

B — o4eHb xopoLlo — TeopeTnyeckoe
cofepxaHue Kypca 0CBOEHO MOMHOCTLIO,
0e3 npobenoB; HeobxoanMble
npakTUyYeckne HaBblku paboTbl C
OCBOEHHbLIM MaTepManomMm B OCHOBHOM
cchopMmpoBaHbl; BCe NPeayCMOTPEHHbIE
nporpaMmmoin obyyeHusi yuebHble 3agaHus
BbINOJIHEHbI, KAYECTBO BbINONIHEHUSI
GOoNbLUMHCTBA M3 HUX OLEHEHO YMCIIOM

©annos, 6NM3KMM K MakcMmaribHoOMy

XopoLo

75-82

C - xopowuo — TeopeTuyeckoe
cofepxaHue Kypca 0CBOEHO NMOMHOCTbIO;
HeKOTOpble NPaKTUYECKME HaBbIKU
paboTbl C OCBOEHHBLIM MaTepuanom
chopMUpOBaHbI HEAOCTATOYHO; BCE
NpeayCcMOTPEHHbIE MPOrpaMMOol
00yyeHunsa y4ebHble 3aaaHnst BbIMOMHEHBI,
Ka4yeCTBO BbINOMHEHWS HX OJHOrO U3 HUX
He oueHeHO MUHMUMarbHbIM YUCITOM
6annoB, HeKOTOpble BUAbI 3a4aHWIA

BbINOSIHEHbI C OLIMOKaMM

YpaosneTBopuUTenbHO

63-74

D - yooBneTBopuTEnsHO —
TeopeTnyecKoe coaepxaHune kypca
OCBOEHO 4aCTWU4YHO, HO Mpobenbl He HOCAT
CYLLIECTBEHHOTO XapakTepa;
HeobxoanMble NPaKTUYECKUE HaBbIKK
paboTbl C OCBOEHHBIM MaTepnanom B
OCHOBHOM chOpMUPOBaHbI; 6ONBLINHCTBO
npeaycMOTPEHHbIX MPOrpaMMoi
0byyeHns y4eBHbIX 3aaHNi BbINOIHEHO,
HEKOTOpble U3 BbINOMHEHHbIX 3aaHWiA

cogepxar onbkm

yﬂ,OBJ’IGTBOpI/ITeJ'IbHO

50-62

E - nocpeacTBeHHO — TeopeTuyeckoe
coaepxaHue Kypca 0CBOEHO YaCTUYHO;
HEKOTOpble MPaKTUYECKMe HaBbIKM

paboTbl He cHOPMUPOBAHbI, MHOTVE




NpeayCcMOTPEHHbIE y4eOHOM NporpamMmmoin
00y4yeHus1 yuebHble 3aaaHust He
BbIMNOMHEHbI NGO Ka4yecTBo
BbIMOMTHEHHbIX HEKOTOPbIX N3 HUX
OUEeHeHOo yncnom 6annos, OM3KUM K

MWUHUMaJlibHOMY

HeypnoBneTBoputenbHO 21-49 FX — HeynoBneTBOpUTENBLHO —
TeopeTU4eckoe CoaepxaHme Kypca
OCBOEHO YaCTUYHO; Heobxoanmble
npakTu4eckmne HaBblkn paboTbl C
OCBOEHHbIM MaTepuanom He
cchopmMmpoBaHbl; GOMbLLUMHCTBO
NpeayCcMOTPEHHbIX y4ebHOoM nporpammMon
00y4yeHunsa y4ebHbIX 3agaHui He
BbINOJIHEHO MO0 Ka4YeCcTBO MX
BbINOJIHEHWSI OLEeHEHO Ymcriom 6annos,
ONM3KNUM K MMHUMAanNbHOMY; Npu
OOMNONHUTENBbHO CaMOCTOATENBHOWN
paboTe Hag matepuanom Kypca

He 3auteHo
BO3MOXXHO NOBbILLEHNE KayecTBa

BbINOSIHEHMS Y4EOHbIX 3a4aHUi

HeynosneTeBopuTenbHO 0-20 F — HeyooBneTBOpPUTENBHO —
TeopeTuyeckoe cogepxaHue Kypca He
OCBO€EHO; Heobxoaumble nNpakTuyeckme
HaBblkM paboTbl He chOPMMPOBaHbI; BCE
BbIMOSIHEHHbIE Y4ebHble 3agaHns
cogepxart rpybbie owmnodkuy;
AONOMHUTENbHAs caMoCcTosiTeNbHas
paboTta Haa maTtepuanom Kypca He
npueBeeT K KakoMy-nnbo 3Ha4mMmomy
MOBBILUEHMNIO Ka4YeCTBa BbIMONTHEHMWS

y4eOHbIX 3agaHui

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

Bomnpocs! AJ1s1 yCTHOIrO onpoca:
1. JlaiiTe onpeneneHue NOHITHUS «TOKYMEHTY.
2. Packpoiite mousitue «J10Y». HazoBure mpodeccrnoHambHbie TEPMHUHBI U
OTpe/eNieHNs B 00JIacTH AETONPOU3BOICTBA.
3. HazoBute u packpoiTe PyHKIIHMH JOKYMEHTOB.



4. Kakue OCHOBHBIE 3aKOHBI B O0JIACTH OpraHU3aIMH JEIONPOU3BOICTBA BB
3Haere? HazoBuTe cojaepkaHue TMakeTa o00s3aTeNbHBIX 3aKOHOAATENbHBIX U
HOPMATHUBHBIX JOKYMEHTOB B oOsactu JIOY.

5. HazoBute mpaBwiia  yTBEpKIECHHUS JOKYMEHTOB. TpeOoBaHuUS W
odopMIICHHE.

6. Kakue pekBU3UTHI SBIAIOTCS «IOPUAMYECKH 3HAYMMBIMU»? [IpaBuna ux
odopmieHus. UTo BKITIOYAET B ce0s OHITHE «IIPaBOBasi OXpaHa JOKYMEHTOB»?

7. llpuBegute npuMepbl TOKYMEHTOB, KOTOPBIE MOJJIEKAT YTBEPKICHHUIO U HA
KOTOPBIX CTaBUTCA nevath. Kak opopmiiaioTes nepednu Takux JOKYMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBUU C KOTOPHIM O(QOPMIISIIOT PEKBU3HUTHI
nokyMeHToB cuctembl OPJI. JlaTa BBelieHHe U 4TO OH ycTaHaBiuBaeT. HazoBute Bce
PEKBU3UTHI.

9. HazoBute pexBu3HUTHI 0o0mIero OmaHka W OmaHka ans mucbma. llpaBmia
opopmiienusi. Kakue Buapl OmaHkoB Bbl 3Haere? B uem ocoOeHHOcTh OraHka
JOJKHOCTHOTO JInna?

10. CornacoBanue u BusupoBanue. Ha3oBure BUIbI U CPOKU COTJIACOBAHUS, U
BU3UPOBAHKUE TOKYMEHTOB.

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

12. PackpoiiTe conepikaHue TOHATUS «ympaBieHue». Ha3oBuTe cHCTEMBI
JIOKYMEHTOB ymnpasiieHus. Packpoite nonsitue «OPJl». Kakue rpynmbel u Buabl
JIOKYMEHTOB BxoAsT B OP/[?

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

14. B yem ocoOenHocTu OnaHka st mucbma? HazoBuTe pekBU3UTHI OJjlaHKa
JUISL IACbMa U PEKBU3UTHI CITYKEOHOTO MHChMA.

15. Yto pernaMeHTHUPYET TUTIOBAs MHCTPYKIIMS 1O JAesonpou3BoacTBy? Jlaiite
XapaKTEPUCTUKY OPTaHU3ALUOHHBIM JOKYMEHTAM U HA30BUTE UX BUJBI.

16. HazoBute Buabl WHGOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, JailTe
XapaKTEPUCTUKY Kaxa0My Buay. [IpuBennTe n3BeCTHbIE BaM BUbI PETUCTPALIUU.

17. JlaiiTe  XapakTEepUCTUKY YyYPEAUTENIBbHBIM JOKYMEHTAM H  yCTaBy
npennpusatusa. Kakvne BUbl yCTaBOB Bbl 3HaeTe?

18. Jlaiite = xapaktepuctuky JaokyMmeHty «llonoxkeHue» u  Ha30BUTE
CTPYKTYPHBIEC YACTH TEKCTa JOKYMEHTA U €ro COACPKaAHUS.

19. Jlaiite xapaktepucTuky nokyMeHty «MHctpykuus». [IpuBenure npumMepsl.
JoJDKHOCTHAsI MHCTPYKIIUS, CTpyKTypa Tekcta. Odopmienne. O3HaKOMIICHHE.

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

21. TlpaBuna BHyTpEHHETO TPYIOBOTO pacmnopsaka u [lonoxenue o mepconane.

22. JlaliTe XapakTepUCTUKY PACIOPAIUTEIbHBIM JOKYMEHTAM.

23. HazoBuTe BUIbI paCHOPSAUTENBHBIX JOKYMEHTOB U OCOOCHHOCTH KaXJI0TO.
Ha3zoBuTe CTpyKTypHBIE 4YacTH TEKCTa  PACHOPAOUTENBHBIX  JOKYMEHTOB,
oopmiieHne npeaMOyIIbl U PACTIOPSIUTEIBHON YacTH.



24. B 4yem ocoOeHHOCTH ciykeOHbIX mucem? HazoBuTe BHUABI CITyKEOHBIX
nuceM. Kakue TpeOoBaHUs NPEABIBISIOTCSA K TEKCTY CIY>KEOHBIX MUCEM?

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

26. UTo BXOJIUT B IOHITHE «IIPOBEACHUE SKCIEPTU3BI [ICHHOCTU JOKYMEHTa»?

217. PackpoiiTe TOHSTHS <«JIOKYMEHTOOOOPOT», «JIOKYMEHTOMOTOKW». JlaiiTe
XapaKTePUCTUKY KaXKIOMY BHIY JTOKYMEHTOINOTOKA, YKaXHT€ UX OCOOCHHOCTH.
Kakxum 06pazom onpenensiercss JOKyMEHTOOOOPOT MPEAIPHUSITHS ?

28. Homenknatypa nen. 3nauenue. CocraBienue. Buabl HOMEHKIIATYPBHI.

29. [lonrotoBka JOKYMEHTOB K cJadye B BEAOMCTBEHHBIM apxuB. Craua
JOKYMEHTOB B apxuB opraHu3auuu. ONucH JOKYMEHTOB, HaXOJSIUXCS B JIEJE.
®dopma u coznepkaHue akTa 00 YHUYTOXKEHUHN JOKYMEHTOB U JIE.

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

31. PacckaxuTe 0 BHUIAX BXOJAININX, MCXOIANINX BHYTPEHHUX JOKYMEHTAaX.
JoxymenToB. IlpuBenutre (opmbl KypHalbHOM peructpanuu. Pacckaxure o
peructpanuu ¢ nomompro PKK m aBTOMaTn3npoBaHHoOM.

32. Yto BkiItOYaET B ceOs MOHATHE «(HOPMUPOBAHUS» U «ODOPMIICHUSD J1E?
HazoBute npuszHaku odopmMiieHUs: 00JI0XKKH JEII.

33. Cpoku XpaHEHHsI JOKYMEHTOB B 3aBUCHUMOCTH WX 3HaumMocTu. HazoBure
HOPMATUBHBIN JJOKYMEHT, TI0 KOTOPOMY OIPEAETSIOT CPOKU XPaHEHUSI.

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

TecTsbl 1J151 MpOBeIeHUsA KOHTPOJIbHOM padoThI:

1. IlpaBWibHAs MOCJ€I0BATEJLHOCTh HANMUCAHHUS 3JIEMEHTOB IMOYTOBOIO
ajjpeca Ha NMOYTOBBIX OTNPABJIECHUAX:

a) MOYTOBBIN UHICKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEP KBApTHUPHI;

I') Ha3BaHHE HACEJICHHOTO MyHKTA;

1) Ha3BaHUE 00J1aCTH, Kpasi, peCIyOJINKY;

€) CTpaHa;

’K) HOMED JIOMa;

3) Ha3BAHHE YJIMIIBI.

2. YHnpuuupoBaHHAs CHCTEMA JOKYMEHTALMHU — ITO:

a) CHCTeMa JOKYMEHTAIIMH, CO3JaHHas 10 €IWHBIM IpaBUjiaM B TPeOOBaHUSM,
cozeprkarias nHGoOpMaIo, HEOOXOIUMYIO JIJIs YIIPABIIECHUS B ONpeAeIIeHHON cdepe
NEeSATEeTbHOCTH;

0) yaudunmpoBanuble  QOPMBI  TOKYMEHTOB, CHCTEMATH3UPOBAHHBIC TIO
GYHKIHSIM YIIpaBICHUS;



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

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

3. Bo3MOKHOCTH MCHOJIB30BAHUS (PaAKCMMUJIE KAK COOCTBEHHOM IMOIIMCH
perJiaMeHTHPYeTCH:

a) TpaXXJaHCKUM KoJiekcoMm PD;

0) mpaBWJIaMu JENIOMPOM3BOACTBA B (PeiepalibHbIX OpraHax HCHOJHUTEIbHOM
BJIACTH;

B) [OCT P 7.0.97-2025.

4. Kakomy Buay 0J1aHKOB COOTBETCTBYET JAHHBII HA0OpP PeKBU3UTOB?

a) l'ocynapcrBennsiii  repd  Poccuiickoit  ®@enepauuu, repd cyObekTa
Poccuiickoii  ®enepanuu, »smMOnema oOpraHu3alyM, TOBapHbIA 3HAK (3HaK
oOcCIy’)KMBaHUs), AaTa, HOMEP, MECTO COCTABJICHUS WU U3/1aHNUS;

0) OJ1aHK TTUCHMa;

B) 00mIMii OJaHK;

r) 6J1aHK KOHKPETHOTO BU/1a JOKYMEHTA.

5. Ilopsinok HANMUCAHMSA OYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [IpaBunax aenonpou3BojAcTBa B (peliepalibHBIX OpraHax HCIOJHUTEIBHOM
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, TIOJITHACH J1ATy;

I') IOJDKHOCTD, OJMUCH, pactmmdpoBky noanucu (d. 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 ®enepaumy WJIM Ha TOCYJAPCTBEHHbIX $3bIKAX CY0OBEKTOB
Poccuiickoii @egepaunu B COOTBETCTBUM C:

a) MpaBuja JEJIONPOU3BOJICTBA B defepalbHbIX OpraHax HWCIOJHUTEIbHON
BJIACTH;

0) 3akoHomarenscTBOM Poccuiickoit ®exnepamun u cyObekToB Poccuiickoii
denepannuy;

B) 'CHHOY;

') TUIIOBOM MHCTPYKIIMEHN O EJIOMPOU3BOJICTBY.

9. lesib10 CTAHAAPTU3ALUM JOKYMEHTOB SIBJISICTCH:

a) IOPUANYECKOE 3aKPEIICHNE Pe3yIbTaTOB YHU(PHUKAIIUHN IOKYMEHTOB;



0) pazpaboTKa HOMEHKJIATYpy JEI;

B) CHCTEMaTH3aIusl JOKYMEHTOB B OpraHHU3aIliH;

T) oOecreueHrne COXpaHHOCTH JOKYMEHTOB;

1) 3aIuTa KOHOUICHITMATLHOCTH HH(POpMAIIHH.

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

a) (rep6, »oMOnema), KOJ OpraHu3alliyd, HAUMCHOBAHUS OpTraHU3alllH,
CIIpPaBOYHBIC JaHHBIE OO0 oOpraHu3amuu, KOA ¢GOPMBI TOKyMEHTa, MECTO JIf
MPOCTABJICHUS JMaThl JOKYMEHTA, MECTO IJisi MPOCTABJICHHUS PETHCTPAIMOHHOTO
HOMEpA IOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOSIIETO TOKYMEHTA;

0) (rep0, amOieMa), HaMMEHOBAHHWS OpraHW3allid, KOJ OpTaHMW3aIluH, [aTa
TOKyMEHTa, MECTO JIJISI POCTABJICHUS PETUCTPAIMOHHOTO HOMEpa TOKYMEHTa, MECTO
W3JIaHUS TOKYMEHTA, CChIJIKa Ha HOMED | ATy BXOSIIECTO TOKYMCHTA;

B) (rep0, »5mOnema), HAMMEHOBAaHUS OpraHU3AlMKM, HAMMEHOBAHUS BHUJA
JIOKyMEHTa, JaTra JOKYMEHTOB, KOJl (OpMBI JOKYMEHTa, MECTO JUIsl MPOCTaBIICHUS
PErUCTPAllMOHHOTO HOMEpa JOKYMEHTa, CIpPaBOYHBIE JaHHbIE 00 OpraHu3alui,
CChUIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, sMOiema), HaMMEHOBAHUS OPTraHMU3AIMHU, CIIPABOYHbBIC JaHHBIE 00
opranu3zanuu, koj opranuzanuu OI'PH, mecTo nis npoctaBieHus: JaThl JOKYMEHTA,
MECTO JIJIsl MPOCTABJICHUSI PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChLIIKa Ha HOMEP
U ATy BXOJSIIETO JOKYMEHTA, MECTO JJIS 3aT0JIOBKA 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) HauWMEHOBAHWE BUJA JOKYMEHTA,
I) 3arojlOBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS;
€) TIOAIHUCH.
13. AKTHBI c0O31a10TCH:
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 MpOM3BOACTBEHHOI0 COBCIIAHUSI Y IMPEKTOPAa CEeKpeTaphb
3aNMCbIBAT BBICTYIUICHUSI M NPUHATHE peumieHus. Kakoil XOKyMeHT cJienyer
0(OpMHUTH 10 UTOI'aM 3aceJaHus?

a) [Iporokou;

0) pelieHue;

B) pPacopsKEHUE;

I') IPOTOKOJI, PELLIEHUE U PACIOPSLKEHHUE;

1) IO YCMOTPEHHUIO HAYaJIbCTBA.

16. PekBu3uTaMu 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 Psi/ JOTIOJIHUTEIbHBIX PEKBU3UTOB;

B) IeyaTaeTcs 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 TIPEAJIararomiuii;

I') OCHOBHOM M KOHCTaTUPYIOLLUH.

19. Bbizenure, B KaKOM H3 BHAOB [J0KYMEHTOB He€ IPOCTABJISIOTCS
PEKBU3UT HAUMECHOBAHMS BH/IA JOKYMEHTA.

a) 3asBJICHUE;

0) ciry)ke0HO0e TTHCHhMO;

B) JIOKJIaIHAs 3aIIUCKa;

I') TOJ>KHOCTHASI MHCTPYKIIUS.

20. PacmpegesurTe yKasaHHbIe HH)Ke JOKYMEHTbI Ha 3 TIpyNibI:
a) opraHu3alUoOHHbIE, 0) pacnopsAAUTe/IbHbIC, B) HHGOPMALIMOHHO-CIIPABOYHbIE.
. Pe3tome.

. JloJpKHOCTHAs! MHCTPYKLIMSL.
. Pacniopsbxkenue gupekropa.
. CBOIKa.
. [locTaHOBIEHNE KOJIJIETUH.
. MHCTpYyKIIUS 11O 1€TONPOU3BOICTBY.
. CnpaBka ¢ Mecta pabOoTHI.
. [Ipukas o mpueme Ha paboTy.
. llITaTHOE pacnucanue.
10. TpynoBoii AOTOBOP.
11. Ilpurnamienue Ha BHICTABKY.
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12. Pernamenr.

21. Komuccusi 1o PpacciielOBAaHMIO MO0KAapa, MPOU30LIEANIEr0o B
00pa3oBaTeIbHOM YUpPeKAeHUN, YCTAHOBUIH PSJ (PAKTOB, KOTOPbIE MOCTYKUJIN
NpUYMHON nmoxkapa. Kakoi 1OKyMeHT J0/I2KHA COCTABUTH KOMUCCHUSA?

a) Axr;

0) cipaBKy;

B) IOKJIAJHYIO 3aIMUCKY;

') HHCTPYKIIMIO O IPOTHUBOIOXKAPHOM 0€30MacHOCTH.

22.  JIOKyMeHT, aJpeCOBAHHBII  PYKOBOAMTE/JI0  OpPraHM3aLuM,
colep:Kamuii  00CTOSATEILCTBEHHOE M3JI0KEHHEe KaKoro-jimdo Bompoca ¢
BbIBOJAMM U MPeEIJI0KeHUAMH COCTABJICHNUS, HA3bIBACTCH:

a) aKT;

0) mpecTaBlICHUE;

B) JOKJIaJ{HAs 3aIIUCKa;

) IPEAJIOKEHHUE.

23. JlaToii c1y:keOHOro MUChbMA SBJISIETCS 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) Oonee 25.

25. Odopmienne 00JI0KKH Jejia IS NOCJACAYIOIIEr0 XpPaHEHUs
onpeneJsieTcs:

a) CTaHAAapTOM;

0) MHCTpYKLHEN MO JEIONPOU3BOJICTBY;

B) pacnopsbKeHUEM PYKOBOAUTEIIS.

26. JkcnepTU3a HEHHOCTH I0KYMEHTA IMPOXOAMT B jrama:

a) 4eThIpeE;

0) Tpu;

B) JIBa.

27. HomenkiaaTypa aeJa (padounii 3K3eMILISIP) MOMEIIAK0T Ha:

a) CTOJIC, O CTEKIIOM;

0) nBepiie mkada c JOKyMEHTaMU,

B) BHYTPEHHEN CTOPOHE ABEPILIbI Ka(da ¢ JOKyMEHTaMHU.

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

a) YepHBIM rpapUTHBIM KapaHIalIoM;

0) YepHBIMH YEPHUIIAMU;

B) KpaCHbIM KapaHJ1alllOM.

29. Bxoasinue J0KYMEHTbI perHCTPUPYIOTCS:

a) MOCJI€ O3HAKOMJIEHHS] C HUMH PYKOBOAMTEIIS;




0) B mepBOI MTOJIOBUHE JTHS TTOJTYICHUS;

B) /IO O3HAKOMJICHUS C HUMHU PYKOBOIUTEJIS.

30. Kaxxnasi oOpa3oBaTe/ibHAsi OpraHnu3anus 00si3aHa UMeTh:

a) CBOJHYIO HOMEHKJIATYpY;

0) MHAUBUIYaIbHYIO HOMEHKJIATYPY;

B) TUTIOBYIO HOMEHKJIATYpYy.

31. 3a CKOJbKO [JHell A0 HMCHOJHEHHUSI NPOBOAAT NpeaynpeauTeTbHbII
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 ucxoasinmemM JOKYyMeHTe PEKBU3HUT «1aTa» 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 QI CAaMOCTOSATEIbHOM PadoThI

3aganme 1. OdopmMuTh BCE OTMETKH, KOTOpPHIE CTaBSAT Ha JIOKYMEHTE B
cootBerctBu ¢ ['OCT P 7.0.97-2025. VYkaxutre MeCTOPACIONOKEHUS ITHX
PEKBHU3UTOB Ha OslaHke popmara A4.

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

3aganme 3. Bemmmmmre Ha auct dopmara A4 Bce mpaBuiia 0QOPMIICHHUS
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
TPYJIOBOM TUCUUIIMHBI pAaOOTHUKOM. Bce peKBU3UTHI U 3IE€MEHTHI TEKCTA I0OABUTH
camocToaTenbHo. HamucaTh OOBSCHUTENBHYIO 3allUCKy OT HMMEHU paOOTHUKA,
HApYLIUTENS TPYAOBOM AUCIUIUIMHBI.

3apanme 5. Hanucatb oTBETHOE MMCHhMO-0J1ar0JapHOCTD HA MO3/[PABJICHHE.

2.2. OuleHOYHbIE CPEICTBA /I MPOMEKYTOYHOM aTTecTanuu (3a4er)
Bonpocsl AJ1s IpoBeAeHUs 3a4eTa:

1. IlonsTHE «TIOKYMEHT» U €T0 (PYHKIIUU.
2. Knaccudukanus JOKyMEHTOB.



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

4. CucteMbl TOKyMEHTALIHH.

5. 3akoHOJaTeNbHasl U HOPMAaTUBHO-METOAMYECKas: 0a3a JOKYMEHTAllMOHHOIO
oOecrieueHus: yIpaBJICHHUS.

6. @opmysp TOKyMEHTA.

7. CocTaB peKBU3UTOB IOKYMEHTOB.

8. TpeGoBanus K 0POPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeOoBanus k 61aHKaM JOKYMEHTOB.

10. Cucrema qoxkymMeHTAIMU B 00pa30BaTeILHON OpraHU3aIliy.

11. Opranuzanuonssie JoKyMeHTHl cuctemMbl OPJI. O6miast xapakTepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

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

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

14. JlenoBoe nUCbMO KaKk OCHOBHOM BUJI IIEPETIUCKH.

15. bianku ju1st nuceM. @opmysisip J€I0BOr0 MUCHhMA.

16. OcobenHocTH 0(UIIMATBHO-AEIOBOTO CTUJISI COCTABICHMSI TEKCTA JIEIIOBOTO
nuchMa.

17. Buapl  choyKeOHBIX  TIHCEM, COCTaBJISIFOIIIME  OCHOBY  JICJIOBOM
KOPPECTIOHEHIUH.

18. DnekTpoHHas Nepenucka. DIEKTPOHHBIN TOKYMEHT.

19. Opranuzamnus T0KyMeHTO000pOoTa 00pa30BaTeIbHON OpTraHU3aIIHH.

20. ®opmbl opraHmM3an  paboOThl ¢ JOKyMeHTamMu. JlOKyMeHTOOOOpOT.
JIOKyMEHTOIMOTOKH.

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

22. Tlopsiok 06pabOTKH UCXOASIINX JOKYMEHTOB.

23. Iopsiiok paboThl ¢ BHYTPEHHUMHU JJOKYMEHTaMHU.

24. HomeHknaTypa Jel.

25. ®opmupoBanue,  odopmiieHHE,  XpaHEHHWEe 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, XxapakTepuCcTUKa: MOHATHE, HA3HAYEHUE, COCTAB
PEKBHU3UTOB.

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

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

33. OObsAcHUTENbHAS 3aMKCKa: TIOHATUE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

34. JloxnaaHas 3anucKa: MoHsATHE, HA3HAUYEHUE, COCTaB PEKBU3UTOB.

35. CrpaBka: moHATHE, HA3HAYEHHE, COCTAaB PEKBU3UTOB.

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

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



38. Ilpuka3 mo IMYHOMY COCTaBY: MOHATHE, HA3HAUECHHUE, COCTAB PEKBU3UTOB.

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

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

41. UHcTpyKuMs 1O  JEJONPOU3BOACTBY: TMOHSTHUE, Ha3HAYCHHE, COCTaB
PEKBU3UTOB.

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

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

44, OcoOeHHOCTH COCTABJICHUS TEKCTA IMTPOTOKOJIA.

45. OcoOeHHOCTH COCTaBJICHUS TEKCTa MTPUKa3a.

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

47. PeKBM3UT HaWMMCHOBAHHE OpPraHM3AIlMH, HAWMEHOBAHHE 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) IOKYMEHTA.

54. PekBU3UT rpuQ OrpaHUUYECHMS TOCTyNa K JOKYMEHTY.

55. PekBusur aapecar.

56. PexBH3UT rpud yTBEpKICHUS TOKyMEHTA.

57. PEeKBU3UT 3arojOBOK 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 1evaTh.

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 HaIIPaBJIECHUU JTOKYMEHTA B JEJIO.



