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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 JJIsi KOHTPOJIS U OLEHKH 00pa30BaTeNbHbIX JOCTUKEHU M
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 oOpazoBanue (c AByMs NpO(UISMUA MOATOTOBKH), YTBEPKIECHHBIM
npuka3oM MuHHCTEpCcTBa OOpa3oBaHus U Hayku Poccuiickoit ®epepauun ot 22
deBpans 2018 r. Nel25 (c uzamenenusimu u jonoiaHeHusiMu) U [IpodeccuonanbHbIM
CTaHAApTOM, YyTBepkAcHHBIM [Ipukazom MuHHCTEpCTBAa Tpyla W COLMAIBHON
3amuThl  Poccuiickoit  ®enepammu  «O0  yTBepkAeHHUH  IPOGheCCHOHATBHOTO
crannapra ,llemaror (menmarormueckas JA€ATEIbHOCTh B CQepe IOIIKOIbHOTO,
HayaJbHOTO OOIIEro, OCHOBHOTO OOIEro, CpeaHero ooOImero oOpa30BaHMS)
(BoctiuTarenp, yunutesb)“» oT 18 okTsaopst 2013 1. Ne 544H.

1.3. Ilepeyenbr kKomMmereHUMH, (GOpMHpPYEeMBIX B IpoLecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHOI POrPaMMBbI

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

Koa no ®I'OC BO ‘ NuaukaTop A0CTHKEHHA

YHuBepcagbHbIe

YK-4. YK-4.1.

Cnoco0eH oCyIeCTBIATh JI€JI0BYIO OcymecTBisieT JEJI0BYIH0 KOMMYHMKAIMIO B

KOMMYHHUKAIIUIO B YCTHOW U TUCbMEHHOMN YCTHOH ¥ mnuchMeHHOM  ¢dopmax  Ha

dbopMax Ha roCyIapCTBEHHOM SI3BIKE roCyJIapCTBEHHOM SI3BIKE Poccuiickoin

Poccwuiickoii @enepanuu u uHocTpanHoM(bix) | Peaepaimu

A3bIKe(ax)

1.4. Jranbl GopMUpPOBAHMS KOMIETEHIMI W CPeACTBA OLECHUBAHMS
YPOBHS UX c)OPMHPOBAHHOCTH

. KoHTpPO/ILHO-01IeHOYHBbIEe

Jransl popMupoBaHusa KomnereHuui | Komnerenuun

cpeacTBa / cnnocod oleHMBAHUS
Tema 1. Teoperuko-npaBoBeie u | YK-4 BeIcTyruieHre Ha NpPaKTUYECKUX
HOpPMAaTHBHBIE OCHOBBI 3aHATHUSAX, YCTHBIN OIpoC
JIOKYMEHTAIlMOHHOTO obecrnieueHus
YIpaBJICHUS
Tema 2. Cranmaptuzanms mporecca | YK-4 BricTymuieHne Ha MPaKTUYECKUX
JIOKYMEHTHUPOBAHUS 3aHSTHUSX, YCTHBIN OIpocC
Tema 3. Cucrema opranuzanmonHo- | YK-4 BeicTymuieHre Ha NPakTUYECKHUX
pacnopsiIUTENIbHON JOKYMEHTAIIUU 3aHSTHUSX, YCTHBIN OIpocC
Tewma 4. [lenoBoe nucpbmMo kak ocHOBHOH | YK-4 BelcTymuieHre Ha NOpPaKTUYECKUX
BU/I IEPEITUCKU 3aHSTHUSX, YCTHBIN OIpocC




Tema 5. Opranuzanus | YK-4 BelcTymuieHre Ha NOpPaKTUYECKUX
JOKYMEHTOO0OpoTa  00pa3oBaTebHON 3aHATHUSX, YCTHBIH OMpocC
OpraHu3aluu

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

1.5. Onucanue nokasaresed (GOPMUPOBAHNS KOMIIECTECHIIMI

Ko komMnereHuun Pe3yabTaThl ¢)OPMHPOBAHHOCTH

YK-4 3Haer: nuTepaTypHylo (OpMy TOCYAApCTBEHHOTO $3bIKa, OCHOBBI
YCTHOM W THCHbMEHHOM KOMMYHHUKAI[MM HAa HHOCTPAHHOM  S3BIKE,
(GyHKIIMOHATIbHBIE CTUIM POJHOTO $3bIKa, TpeOOBaHUS K JEIOBOM
KOMMYHHUKAIUH.

VYMeeT: BbIpaxaTb CBOM MBICIH Ha POAHOM M MHOCTPAHHOM SI3BIKE B
CUTYAIIMH JICIOBON KOMMYHHUKAIIUH

Brnaneer: HaBbIkaMH COCTaBIIEHUSI TEKCTOB Ha TOCYIAapCTBEHHOM U
POIHOM SI3BIKAaX, OIBIT MEpPEeBOJa TEKCTOB C MHOCTPAHHOTO SI3bIKa Ha
POJIHOM, OMBIT OOIIEHHS HA TOCYJAPCTBEHHOM M MHOCTPAHHOM SI3bIKaX.

1.6. Kpurepuu oOueHUBAHMSI KOMIIETEHUMHA HAa Pa3HbIX IJTanax Hux
(opMupoBanusn

KonauyecrBo
Buj yueoHoii padoThl 0a/i10B
(01010 300

Beinonnenue u 3amura npakTHUECKuX padoT 40 45
KonrponsHas pabora 15 10
Kontpomns camocrosaTenbHOi paboTh 20 20
YcTHBI 3auer 25 25
Bcero 100

HaxkonureanHas cucremMa ounenuBanug mo 100-o0ajaabHo0M mKaJje

YerpipexdasibHAS Cucrema
100-6annbHas | BykBenHas mkana, coorBercrByiomas 100-
CHCTeMa OLIeHHBAHUSA . OLIEHMBAHUSA
IIKaJja 0aJJIbHOI mIKaJIe
IK3aMeHa 3ayera
OTnu4aHO 90-100 A — OTIMYHO — TEOPETUUECKOE COJIEPHKAHUE
Kypca OCBOCHO ITOJTHOCTHIO, O€3 IpOoOeIoB;
HEOOXOANMBIE MTPAKTHYECKHE HABBIKU pabOTHI
C OCBOCHHBIM MaTepHaJIOM ChOpMHUPOBAHBI;
BCE MPEAYCMOTPEHHbIE MPOTPaMMOii
o0ydeHust yueOHbIE 3aJaHusI BBITTOJHEHBI,
Ka4yCCTBO MX BBIITOJIHCHUA OLICHCHO YHCJIOM
6au10B, OJIM3KUM K MAKCHMAaJIbHOMY
Xopoiio 83-89 B — oueHb XOPOIIO — TEOPETHIECKOE
3auTeHo

COJIepKaHNE Kypca OCBOCHO MOJIHOCTRIO, 0€3
po0OeIoB; HEOOXOUMBIC TPAKTHYCCKUE
HABBIKH Pa0OTHI C OCBOCHHBIM MaTEPHUAJIOM B
OCHOBHOM C(hOpMHUPOBaHBI; BCE
MIPEyCMOTPEHHBIC IIPOTPaMMOi 00yJICHUS
yueOHBIC 3a]JaHUs BBIIIOJHCHEI, KAYECTBO
BBIINOJIHEHUS OOJBIIMHCTBA U3 HUX OLIEHEHO
YUCJIOM 0aJlTOB, OJM3KHM K MAaKCUMAIILHOMY

Xopouo 75-82 C — X0poIIo — TEOPETUIECKOE COIePIKaHNe




Kypca OCBOEHO IIOJIHOCTBIO; HEKOTOPBIE
MPaKTUYECKUE HABBIKU PA0OTHI C OCBOCHHBIM
MartepHrantoM c(hOPMHUPOBAHBI HEOCTATOYHO;
BCE IIPEIYCMOTPEHHBIE IPOrPaMMOii
o0y4eHus1 yueOHBIE 3aJaHUS BHITIOTHEHBI,
Ka4eCTBO BBIITOJHEHUS HM OJHOTO U3 HUX HE
OLICHEHO MUHHMaJIbHBIM YHCIIOM 0aJlIoB,
HEKOTOPbIE BUJIbI 33/1aHUH BBITIOJIHEHBI C
omuoOKaMu

VY 10BNETBOPUTETHHO 63-74 D — yIoBIeTBOPUTEIBHO — TEOPETHIECKOE
coziep>kaHue Kypca OCBOGHO YaCTUYHO, HO
po0eITbl He HOCST CYILECTBEHHOTO
XapakTepa; He0OXO0JMMbIE IPAKTUYECKHE
HaBBIKH Pa0OTHI C OCBOGHHBIM MaTepuajioM B
OCHOBHOM c(hopMUpOBaHbI; OOJIBIIHHCTBO
NPEeIyCMOTPEHHBIX IPOrPaMMON 00yJIeHHS
y4eOHBIX 33/IaHUIl BBITIOTHEHO, HEKOTOPBIC U3
BBINIOJIHCHHBIX 33JaHMI COAEpKAT OMIUOKU

Y 10BIETBOPUTEIBHO 50-62 E — mocpencTBeHHO — TeOpeTHUECKOE
cofiep’KaHNE Kypca OCBOCHO YaCTHYHO;
HEKOTOPbIE IPAKTUIECKUE HABBIKK PAOOTHI HE
c(OpMHUpPOBaHbI, MHOTHE MPEAYCMOTPEHHBIE
yueOHO# porpaMMoii 00yueHus yueOHbIC
3aJ[aHusl HEe BHITIOJHEHBI OO KauecTBO
BBITOJIHEHHBIX HEKOTOPBIX U3 HUX OLIEHECHO
YHUCJIOM 0aJJIOB, OJIM3KUM K MUHUMAJIBHOMY

HeynosnerBopurensHo 21-49 FX — Hey1OBIETBOPUTENHLHO — TEOPETHIECKOE
COJIepIKaHNe Kypca OCBOCHO YaCTHYHO;
HEOOXOAUMbIE MTPAKTHYECKUE HABBIKU PabOTHI
C OCBOCHHBIM MaTE€PHUAJIOM He
c(OPMHUPOBAHBL; OOIBITHHCTBO
MPEAYCMOTPEHHBIX YUeOHOU POrpaMMoit
00yueHus y4eOHbIX 3aJaHUil HEe BBIMOJIHEHO
1100 KaueCTBO UX BBHITIOJIHEHHSI OLICHEHO
YHUCIIOM 0aJJIOB, OJIM3KUM K MUHUMAaJIbHOMY
HPH JONOJHUTEIBHO CAMOCTOSTEIbHON
paboTe HaJl MaTepraIoM Kypca BO3MOXKHO

He 3auteno
IIOBBIINICHUEC KAYE€CTBA BBIIIOJIHCHUA y‘-Ie6HI)IX
3aaHUI
HeynosnerBoputensHo 0-20 F — Hey1OBIETBOPUTENHLHO — TEOPETHUECKOE

Co/iepKaHue Kypca He OCBOCHO;
HE0o0XO0IMMbIE IIPAKTHYECKUE HABBIKU PabOThI
He c()OPMUPOBAHBI; BCE BHITIOJHEHHBIE
yueOHbIe 3a1aHusl COAepIKaT IpyOble OIINOKH;
JIOTIOJIHUTENbHAsE CAMOCTOsITENIbHAS paboTa
HaJl MaTepHajoM Kypca He NPUBEIET K
KaKOMY-JIH00 3HAYMMOMY MOBBILICHHIO
Ka4yecTBa BBINIOJIHEHHs YYEOHBIX 3aJaHnil

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

Bomnpocs! AJ1s1 ycTHOIrO omnpoca:

1. JlaiiTe onpeneneHue NOHITUS «TOKYMEHTY.

2. Packpoiite mousitue «J10Y». HazoBure mpodeccrnoHanbHbie TEPMHUHBI U
OTpe/eNieHus B 00JIacTH AETONMPON3BOICTRA.

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. HaszoBute mpaBmia  yTBEpKACHHUS  JOKYMEHTOB. TpeboBaHusS U
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 CTaBUTCS nedarh. Kak opopMITAIOTCS NepeYHr 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. HazoBure pekBH3UTHI 00mIero OnaHka W OilaHkKa 1y muchMma. [IpaBumma
opopmiienusi. Kakue Buiapl OmaHkoB Bbl 3Haere? B ueM ocoOeHHOcTh OjaHka
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 neyaTh? Kakue TpeOoBaHUS MNpeabsBIAIOT 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. Pacckaxkxute 006 OCOOEHHOCTAX JIIEKTPOHHOTO TOKYMEHTA, JJIEKTPOHHOMN
NEPENUCKU U TpeOOBAHUAX, IPEIBABIAEMbIX K HEH.

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

15. Yo pernaMeHTHpYyeT TUTIOBAsE MHCTPYKIIHS 10 AETOMPOU3BOCTBY? Jlaiite
XapaKTEPUCTUKY OPTaHU3AMOHHBIM JOKYMEHTAM U HA30BUTE UX BUJBI.

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

17. JlaiiTe = XapakTEPUCTUKY YUYPEAUTENbHBIM JIOKYMEHTaM U  yCTaBy
npennpusatysa. Kakvne BUIbI yCTaBOB BbI 3HAETE?

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

19. Jlaiite xapaktepucTuky nokyMeHty «MHctpykuus». [IpuBenure npumMepsl.
JIoJDKHOCTHAsI MHCTPYKIUS, CTpyKTypa TekcTa. Odopmienue. O3HaKOMIICHHE.

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

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

22. JlaiiTe XapakTEepUCTUKY PaCTIOPATUTEbHBIM IOKYyMEHTAM.

23. HazoBuTe BUIbI paCIOPSAUTENBHBIX JOKYMEHTOB U OCOOEHHOCTH KaX/I0TO.
Ha3zoBuTe CTpyKTypHBIE 4YacTH TEKCTa  PACHOPAOUTENBHBIX  JOKYMEHTOB,
oopmiieHne npeaMOyIIbl U PACTIOPSIUTEIBHON YacTH.



24. B 4yem ocoOeHHOCTH ciykeOHbIX mucem? HazoBuTe BHUABI CITyKEOHBIX
nuceM. Kakue TpeOoBaHUs MPEABSIBISIIOTCS 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 KaXJAOMYy BHIY JOKYMEHTONOTOKA, 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 opraHuzauuu. Onucu JOKYMEHTOB, HaXOASIIMXCS B Jee.
®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 KypHaTbHOW peructpauuu. Pacckaxure o
peructpanuu ¢ nomompro PKK m aBTOMaTn3npoBaHHoOM.

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

33. Cpoku XpaHEeHHs] JOKYMEHTOB B 3aBUCHUMOCTH HX 3Hauumoctu. HazoBure
HOPMAaTUBHBIN JOKYMEHT, TI0 KOTOPOMY OIIPEAEISIOT CPOKH XPaHEHHUSI.

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

TecTsbl 1J151 MpOBeIeHUsA KOHTPOJIbHOM padoThI:

1. IlpaBWibHAs MOCJ€I0BATEJBLHOCTh 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 M0 €IWHBIM IpaBUjiaM B TPeOOBaHUSM,
cozeprkarias nHGoOpMaIo, HEOOXOIUMYIO JIJIs YIIPABIIECHUS B ONpeAeIIeHHON cdepe
NEeSATEeTbHOCTH;

0) yaudunmpoBanuble  QOPMBI  TOKYMEHTOB, CHCTEMATH3UPOBAHHBIC TIO
GYHKIHSIM YIIpaBICHUS;



B) COBOKYITHOCTh JJOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUH C PELIAEMBIMU
JTOKYMEHTaMU;

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

3. Bo3MOKHOCTH MCHOJIB30BAHUS (PaAKCMMUJIE KAK COOCTBEHHOM IMOIIMCH
perJiaMeHTHPYeTCH:

a) TpaXKJIaHCKUM KoJiekcom 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  ®enepanumn, -sMOnemMa oOpraHu3alMM, TOBapHbIA 3HAaK (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 aenonpou3BoAcCTBa B (pelepalibHbIX OpraHax MCHOJHUTENIbHOM
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, IOANUCH, pactudpoBky 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 ®enepauuy WJIM Ha TOCYAapPCTBEHHbIX $3bIKAX CYObEKTOB
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 MO I€IONPOU3BO/ICTBY.

9. LesbI0 CTAHAAPTU3AIUM JOKYMEHTOB SIBJISICTCH:

a) IOPUANYECKOE 3aKPEIICHNE Pe3yIbTaTOB YHU(PHUKAIIUHN IOKYMEHTOB;



0) pazpaboTKa HOMEHKJIATYpy JEI;

B) CHCTEMaTH3aIusl JOKYMEHTOB B OpraHHU3aIliH;

T) oOecreueHrne COXpaHHOCTH JOKYMEHTOB;

1) 3aIuTa KOHOUICHITNATLHOCTH HH(POpMAIIHIH.

10. VYkaxkure 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 NaThl JOKYMEHTAa, MECTO [JIi TPOCTABJIICHHUS PETUCTPAIMOHHOTO
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 M JaTy BXOASIIECTO JOKYMCHTA,

B) (rep0, »5mOnema), HAMMEHOBAaHUS OpraHU3AlMKM, HAMMEHOBAHUS BHUJA
JIOKyMEHTa, JaTra JOKYMEHTOB, KOJl (OpMBI JOKYMEHTa, MECTO JUIsl MPOCTaBIICHUS
PErUCTPAllMOHHOTO HOMEpa JOKYMEHTa, CIpPaBOYHBIE JaHHbIE 00 OpraHu3alui,
CCBhUIKA 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 JTOKYMEHTA, MECTO IS 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 NpoM3BOACTBEHHOI0 COBCIIAHUSI Y JMPEKTOpPAa CeKpeTaphb
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 CTIPABKH 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 Psifi JOTIONHUTEIbHBIX 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 TIPeAJIararoiuii;

I') OCHOBHOM M KOHCTaTUPYIOLLIUH.

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. PacmpexgesnrTe YyKazaHHbIe HHMKe JOKYMEHTbI Ha 3 TIpyNibI:
a) opraHM3alnUoOHHbIe, 0) pacnopsAAUTeIbHbIC, B) HHPOPMALIMOHHO-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 7OroBOP.
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) AxT;

0) cipaBKy;

B) IOKJIAJHYIO 3aIUCKY;

') 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) npecTaBICHUE;

B) JIOKJIQJ(HAs 3aMHCKa;

) 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) OoJiee 25.

25. OdopmieHnne 00JI0)KKM JAejia IS MOCJHCAYIOIIEro 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. Homenkiarypa aes (pado4uii 3K3eMILISIP) MOMEIIAKT 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) TUIIOBYIO HOMEHKJIATYPY.

31. 3a ckoJbKO JHell 10 HCIOJHEHHUSI MPOBOASAT NpeayNpeauTe bHbIH
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 «IaTa» 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, 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. Bemmmumre Ha uct Qopmata A4 Bce mpaBwia odopmiIeHHS
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 HMMEHU pPaOOTHUKA,
HApYLIUTENS TPYAOBOM AUCIUIUIMHBI.

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

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

1. IlonsATHE «TOKYMEHT» U €T0 (PYHKIIHH.
2. Knaccudukanus JOKyMEHTOB.



3. CymHOCTh M OCHOBHOE Ha3HAY€HHE JOKYMEHTAI[MOHHOTO OOecreueHus
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
Ha3HAYEHHUE JJOKYMEHTOB.

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. branku quist nuceM. Gopmysip 1€10BOro NUChMA.

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

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

18. DnekTpoHHas Nepenucka. DIEKTPOHHBIN TOKYMEHT.

19. Opranuzamnus T0KyMeHTOo000poTa 00pa30BaTEeIbHON 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. HomeHkmnaTypa Jel.

25. ®opmupoBanue,  odopmiieHHE,  XpaHEHHEe  Jel B TEKYIIeM
JEJIONPOU3BOICTBE.

26. Yaudukarms 10KyMEHTOB.

2. CranpapTu3anus JOKyMEHTOB.

28. Hymepaiysi MHOTOCTPaHUYHOTO JIOKYMEHTA.

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

30. Pestome, aBTOoOMOTrpadus, XapakTepuCcTUKa: MOHATHE, HA3HAaYEHUE, COCTaB
PEKBHU3UTOB.

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

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

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

34. JloxknaaHas 3anucKa: MOHsATHE, Ha3HAYEHUE, 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 ATMYHOMY COCTaBY: MOHATHE, HA3HAUEHHUE, COCTAB PEKBU3UTOB.

39. YcraB, noyioxkeHUe: 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. KonnekTuBHBIN AOTOBOp: 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 HaWMMCHOBAHHWE 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 MOCTYIHBIIETO
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 KOHTPOJIE.

70. PexBU3UT OTMETKA O HaIIPaBJIECHUU JTOKYMEHTA B JEJIO.



