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1. TACITIOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NPpUMEHEHUA

®oun  omenouyHbix cpeactB (DOC) — HeoTsememas dacTh paboueit
IPOrpaMMbl  JUCIUIUTHHBI  «J{OKyMEHTallMOHHOE OOCCTCUYCHHE JeATEIbHOCTH
nejarora» M npeaHa3HadeH JJis KOHTPOJISI U OIIEHKU 00pa30BaTENIbHBIX JHOCTHKEHUIN
CTY/JICHTOB, OCBOMBIIUX TPOTrpaMMy JUCHUILIUHBI.

1.2. Ilesiu 1 3agaum (pOHAA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKU O0YYarOIIErocs
tpedboBanusM OI'OC BO cnenuanuter no crneuranbHocTH 44.05.01 [lemaroruka u
IICUXOJIOTUSI JIEBUAHTHOTO IOBEICHUS, YTBEPXKACHHBIM NpUKa3oM MuUHHCTEpCTBA
HAyKW W BbIciiero obpaszoBanusi Poccuiickoit @enepanuu ot 15 ampenst 2021 r. Ne
297 u IlpodeccuonanpbHbIM cTaHmAapTOM «CHENMHAIKCT B 00JIACTH BOCIHTAHUSY,
YTBEPKACHHBIM NPUKa30M MuHHCTEPCTBA TPyAa U COLMAIBHOM 3allUThl Poccuiickon
®eneparuun ot 10 sHBaps 2017 1. Ne 100 u IIpodeccuoHabHBIM CTaHIAPTOM
«Cnenuanuct opraHa OINEKM U TMOMEYUTENbCTBA JJISI HECOBEPIICHHOJETHHUX,
YTBEPKIAEHHBIM ITpUKa30M MHUHHUCTEPCTBA TPyAa U COLMAIBHOM 3anThl Poccuiickon
®enepanuu ot 18 HOAOps 2013 1. Ne 680H.

1.3. Ilepeyenr kKommeTreHuuii, GopMHpPYeMBIX B IpoLecce OCBOCHUS
OCHOBHOI1 00pa30BaTeILHON MPOrpaMMBblI

[Ipoiiecc ocBoeHUs! AMCIHUILUIMHBI HANpaBiieH HAa (OPMHUPOBAHUE CIEAYIOIIUX
KOMIIETCHIIMHA ¥ NHIMKATOPOB MX JOCTHKCHHUS:

Kog mo #1'OC BO | MHaukaTop AOCTHI)KeHHUS
YHuBepcaabHble
YVK-4 VK-4.1.
Cnocoben MPUMEHSITh COBpPEMEHHBIE | 3HAET JIUTEPATYPHYIO hopmy

KOMMYHUKATHBHBIC TCXHOJIOTUH, B TOM YHUCJIIC | TOCYAAPCTBCHHOT'O A3bIKd, OCHOBLI YCTHOﬁ u
Ha  HMHOCTpaHHOM(BIX)  s3bIKe(ax), IS | TUCbMEHHONW KOMMYHHKAIIMM Ha WHOCTPAHHOM
aKaJeMUYEeCKOro ¥ NPO(ECcCHOHATBHOTO | SI3bIKE, (YHKIMOHAIBHBIE CTWIH POIHOTO
B3aUMOJICHCTBUS sI3bIKa, TPEOOBAHMUS K JICTTOBOH KOMMYHHUKAITUH.

1.4. Dranbl ¢dopMupoBaHMsT KOMIETEHUHH M CpeACTBA OllEHUBAHUSA
YPOBHS UX ¢)OPMUPOBAHHOCTH

.« KoHTpOo/1bHO-011eHOYHbIE

Jrtanbl popmupoBanusa komnerenuuii | Komnerenuuu

cpeacTBa / crnocod OleHUBAHNS
Tema 1. Teoperuko-npaBoBeie u | YK-4 BricTymieHue Ha NpakTHYECKHUX
HOpMaTHBHbBIE OCHOBBI 3aHSTUSX, YCTHBIA OMPOC
JOKYMEHTAIlMOHHOTO obecrieyeHus
yIpaBJIeHUS
Tema 2. Crangaptuzamusi mporecca | YK-4 BricTyruieHne Ha NpaKTUYECKHUX
JIOKYMEHTUPOBaHUs 3aHSITUSIX, YCTHBIA ONpPOC
Tema 3. Cucrema opranusanuoHHo- | YK-4 BeicTynieHMe Ha NIPAKTUYECKHUX
pacnopsAUTEIbHON JOKYMEHTAIUU 3aHSITUSIX, YCTHBIA OMpPOC
Tema 4. JlenoBoe nucbmMo kak ocHOoBHOU | YK-4 BeicTynieHMe Ha NIPAKTUYECKHUX
BU/JI IEPEMIUCKU 3aHSITUSIX, YCTHBIA OMpPOC




Tema S. Opranuzanus | YK-4 BricTynieHMe Ha NIPAKTUYECKHUX
JIOKyMEHTO000OpOoTa  00pazoBaTeNbHON 3aHATHUSAX, YCTHBIN OMPOC
OpraHu3alu

Texkymas arrecranus YK-4 KonrtponpHas padora
IIpomeskyTOUHAS aTTecTALIMS YVK-4 3auer

1.5. Onucanue nokasarejueil GopMupoBaHHUs KOMIIETEHIU

Ko/ KomMneTeHIUA Pe3yabTaThl chOpMHPOBAHHOCTH

YK-4 3HaeT: COBPEMEHHbIE METO/Ibl M TEXHOJIOTHH PadoThl ¢ WH(pOpMaIuei,
NPUHIUIBl  YCTHOH W THChMEHHOW KOMMYHHKAIlMHM, IpaBUIia
KOMMYHHKAIlMid B TPO(GECCHOHANBHON cpene, B TOM 4YHCIE Ha
WHOCTPAHHOM SI3bIKE.

VMeeT: ycTaHaBIUBATh KOHTAKThI, NPHUMEHSATh METOIBI U CIIOCOOBI
s dexTuBHOrO OO0mEeHus, oOMeHa wuHpopMamued B YCTHOH U
MHCHbMEHHOW (opMe B COOTBETCTBHU C HOPMAMH SI3bIKa, B TOM YHCIIE
WHOCTPAHHOTO.

Brageer HaBbIKaMU: YCTHOW M NHUCBMEHHONW KOMMYHHKAIMH, B TOM
YHCIIe HA UHOCTPAHHOM SI3BIKE.

1.6. Kpurepuum ouneHUBAHHSI KOMIIETEHIMH HAa Pa3HbIX IJTanax HX
dopmupoBanus

Ko/muecTBo
Buj yue6HOI paboThI 0auioB
(01010 390

BrImosTHeHHWe U 3all[iTa MpakKTHYecKuX paboT 40 45
KonTponbHast paboTa 15 10
KoHTpo/b caMocTosITeTbHOM paboThI 20 20
YcTHBIM 3aueT 25 25
Bcero 100

HaxonureanHas cucremMa ounenuBanus mo 100-0a1bHOM IKaae

Yetbipex0amibHast Cucrema
100-6annbHan | BykBeHHas miKasa, cooTBercrByomas 100-
cucTeMa OleHHBaHHS < OIleHHBaHUSA
mKasia 0a//IbHOM IIKaie
9K3aMeHa 3auera
OTanuHO 90-100 A — OT/IMUHO — TEOpPEeTUUECKOe COZlepKaHue

KypCa 0CBOEHO TIOJTHOCThI0, 6e3 poberos;
HE0OXOZUMbIe MPAKTUUECKUEe HaBbIKW pPabOoThI
C OCBOEHHBIM MaTepHanoM ChopMHUPOBaHEL;
BCe Mpe/[yCMOTPeHHbIe TIPOrpaMMOoit
06yueHus1 yueGHbIe 3a/IaHUsI BBITOTHEHBI,
KaueCTBO UX BBITIOJIHEHHS OIIEHEHO UUCIOM
6a10B, O/TU3KUM K MAaKCUMaTbHOMY

Xopotio 83-89 B — oueHb X0OpoLLIO — TeOpeTUUECKOe 3auTeHo
CoZiep)KaHue Kypca 0CBOEHO T0/THOCThIO, 6e3
npo6esioB; HeOOXOAUMBIe MPAKTHUECKHE
HaBBIKK PabOThI C 0CBOEHHBIM MAaTEpHA/IOM B
OCHOBHOM C()OpPMHPOBaHBI; BCE
MpelyCMOTPEHHbIE TIPOrPaMMOM 00yUeHuUst
yueOHbIe 3a/IaHUsI BbINOJIHEHbBI, KAUECTBO
BBITIOJTHEHUSI OOJIBILIMHCTBA U3 HUX OLIEHEHO
yKrcIoM 6asioB, OJIM3KUM K MAaKCUMa/TbHOMY




Xopouio 75-82 C — X0pOLLIOo — TeopeTUUeCKoe CoAep>KaHue
KypcCa OCBOEHO IOJIHOCTBbI); HEKOTOPbIE
MpaKTHUeCKHe HABBIKKA PabOThI C OCBOEHHBIM
MaTepuanioM c(hOPMHUPOBaHbI HEIOCTaTOYHO;
BCe TpelyCMOTPeHHbIe POrpaMMoit
06yueHust yueOHbIe 3alaHUsI BLITIOTHEHBI,
KaueCcTBO BBITIOJTHEHHUSI HU OJJHOTO M3 HUX He
OLIeHEHO MUHUMAaJ/bHBIM UKC/IOM 0aJsloB,
HEKOTOpble BU/BI 3a/laHUM BBITTO/IHEHBI C
oMnbKamMu

Y 0BNeTBOPUTEJILHO 63-74 D — yzoBeTBOpUTENBHO — TEOPETUUECKOE
cofiep>kaHue Kypca OCBOEHO UaCTUYHO, HO
Mpo0OeJbI He HOCAT CYILeCTBEHHOTO
XapakKTepa; HeoOX0/IMMbIe MPAKTHUECKHEe
HaBBIKK PabOThI C 0CBOEHHBIM MAaTEpHA/IOM B
OCHOBHOM C(hOPMUPOBAHbI; GOJBIIIUHCTBO
MpelyCMOTPEHHBIX MPOrpaMMoli 00yueHust
yueOHbIX 3a/IaHUI BBITIOJIHEHO, HEKOTOPbBIE U3
BBINOJIHEHHBIX 33/]JaHUHI CO/IEP>KAT OLIMOKH

Y 0B/I€TBOPUTENBHO 50-62 E — nocpecTBeHHO — TeOpeTUUeCKOe
COoZiep)KaHue Kypca 0CBOEHO YaCTUYHO;
HEKOTOpbIe TIPaKTUYeCKHe HaBbIKK PabOThI He
copMHUpOBaHbBI, MHOTHE TIPeAyCMOTPEeHHbIe
yueOHOM MporpamMMoii 00yueHus yueOHbIe
3a/laHus1 He BBITIOTHEHBI MO0 KauecTBO
BBINOJTHEHHBIX HEKOTOPBIX U3 HUX OL[EHEeHO
yKrc/I0M 0a/IoB, OJIM3KUM K MUHHUMA/IEHOMY

HeyposnersopuressHO 21-49 FX — Hey/10B/IeTBOPUTENIBHO — TeOPeTUYeCKoe
coJiep>KaHre Kypca OCBOeHO YaCTUYHO;
HE0OXOUMbIe MPAKTUUECKUE HABbIKK PabOThI
C OCBOEHHBIM MaTepyaoM He
chopMUpOBaHbI; GOBITUHCTBO
MpeAlyCMOTPEHHBIX YueOHOM MporpaMMoi
00yueHust yueOHBIX 3a/]JaHWI He BLIMOJITHEHO
100 KaueCcTBO WX BBITIOJIHEHUST OLIEHEHO
yncioM 6asioB, OIM3KUM K MUHUMAaIbHOMY;
TIpY [IONIOJTHUTEIBHO CaMOCTOSITE/IbHON
paboTe HaJj MaTepUaIOM Kypca BO3MOXKHO

He 3aureno
TIOBLILIIeHHEe KaueCTBa BBITTIO/JITHEHUA yIIEGHLIX
3a/1aHUN
HeynoBnerBoputesnbHO 0-20 F — Hey/10BNIeTBOPUTEJILHO — TEOPETUYECKOe

cofeprkaHve Kypca He 0CBOEHO;
HEOOXO0ZUMbIe MPAKTUUECKUE HABbIKW PabOThI
He C()OPMUPOBAHbI; BCE BLIMOIHEHHbBIE
yueOHbIe 3a/IaHUsI CO/Iep>KaT IpyOble OIIUOKMY;
JOTIOJIHUTE/IbHAsI CAMOCTOsITe/IbHAs paboTa
HaJl MaTepHaroM Kypca He ITPUBEZIET K
KaKOMY-JI00 3HAUNMOMY IOBBILIEHNIO
KaueCTBa BbIMOJHEHHs YUeOHbIX 3aaHui

2. KOHTPOJIbBHO-OLIEHOYHBIE CPEJICTBA
2.1. OueHouHbIe CPEACTBA TEKYLIEr0 KOHTPOJIA (THIOBbIE)

Bonpocel AJ1s1 yCTHOT0 ompoca:

1. aiiTe onpenesieHUE MOHATHUS «TOKYMEHT.

2. Packpotite mousatue «JIOY». HazoBute mpodeccronanbHble TEPMUHBI U
onpeaeneHus B 00JacTH AeONPOU3BOICTBA.

3. Ha3zoBure u packpoiite pyHKIUU JOKYMEHTOB.



4. Kakue OCHOBHbIE 3aKOHBI B 00JIACTH OpraHU3aluy JEIONPOU3BOICTBA BbI
3Haere? HaszoBute coxaepkaHue nakeTa O00sS3aTENbHBIX 3aKOHOAATEIBHBIX MU
HOPMAaTHUBHBIX JTOKYMEHTOB B oOsactu JIOVY.

5. HazoBure nmpaBuiia  yTBEpXKIEHHA JIOKYMEHTOB. TpeOoBaHud W
odopMIeHHE.

6. Kakne peKxBH3WTBHI SBISIOTCA «HOPUAUYECKHA 3HAYMMbIMKW»? [IpaBuna ux
opopmieHus. YTo BKIItOUAET B ce€0s1 MOHITHE «IIPABOBas OXpaHa JOKYMEHTOB»?

7. IlpuBeguTe mpuMepbl JOKYMEHTOB, KOTOPBIE MOJIEKAT YTBEPKACHUIO U HA
KOTOPBIX CTaBUTCS nedarb. Kak opopMIisitoTCs mepeyHu Takux J0KYMEHTOB?

8. HazoBure 3aKOH, B COOTBETCTBHUM C KOTOPHIM OQOPMIISIOT PEKBU3UTHI
nokyMeHToB cuctembl OP/I. JlaTa BBeleHHe 1 4TO OH ycTaHaBnuBaeT. HazoBure Bce
PEKBU3UTHI.

9. HazoBute pexkBu3uThl 00miero OnaHka W Onanka ais nucbMa. [lpaBuna
obopmienusi. Kakue Buubl OmaHkoB Bbl 3Haere? B uem ocobeHHOCTH OJlaHKa
JIOJKHOCTHOTO JInIa?

10. CornacoBanue u BusupoBanue. HazoBute BUIbI U CPOKH COTJIACOBAHUS, U
BU3UPOBAHHUE IOKYMEHTOB.

11. Pacckaxkute 0 medarssx W IITammax HNpeaupusaTHid u opranusanui. Ha
KaKuX JOKyMeHTax craBsTcs mnedarb? Kakue TpeOoBaHUS MPEABSBISIOT K
UCII0JIb30BaHUIO repOoBOil mevatu?

12. PackpoiiTe coaep:kaHWe TOHATUS «ympasieHue». HazoBure cUCTEMBI
JOKYMEHTOB ymnpasieHus. Packpoiite nonsitue «OPJl». Kakue rpynnbel u BuAbI
JTOKYMEHTOB BxoasT B OP/]?

13. Pacckaxkute 00 OCOOEHHOCTSIX AJIEKTPOHHOIO TOKYMEHTA, AJIEKTPOHHOMN
NEPEenUCKU U TPeOOBAHUSX, IPEIBSABIAEMbIX K HEH.

14. B uem ocobenHoctu Onanka it nuchbma? Ha3oBuTe pekBU3HUTHI OJaHKa
JUI IMCbMa M PEKBU3UTHI CITYKEOHOTO MHUChMa.

15. YUto pernamMeHTUpyeT TUMOBAasi MHCTPYKLHUS 1O AENONpPOU3BOACTBY? JlaiiTe
XapaKTePUCTUKY OPraHU3alMOHHBIM JOKYMEHTAM U HA30BUTE UX BUJIBI.

16. HazoBute BuIbl HMH(DOPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JaiiTe
XapaKTEpUCTHUKY KaKJI0oMy BUy. I [puBennTe n3BecTHble BaM BUBI PETUCTPALIUN.

17. laiTe  XapakTEpUCTUKY Y4YpPEAUTEIbHBIM JOKYMEHTAM M  YCTaBYy
npeanpustua. Kakue Buapl ycraBoB Bbl 3HaeTe?

18. Jlaitte ~ xapaktepuctuky JoKymeHTy «llomoxeHue» W Ha30BHUTE
CTPYKTYPHBIE YaCTH TEKCTa JOKYMEHTA U €T0 COACPIKAHUS.

19. [Jaiite xapaktepucTuky 1oKyMeHTy «HcTpykuus». [IpuBenure npumMepsl.
JlomKHOCTHASI HHCTPYKIIMS, CTPYKTypa Tekcta. Odopmuenue. O3HakoOMIIEHHUE.

20. llItatnHoe pacnucanne (OCOOEHHOCTH  COCTaBJICHHS, OQGOPMIICHUS.
TpebGoBaHUe K UCTIOIB30BAHUIO YHUPHUITUPOBAHHBIX (POPM.

21. IlpaBuna BHyTpEHHETO TPYA0BOrO pacnopsaka u [lonoxeHnne o nepcoHane.

22. JlaiiTe XapaKTEPUCTUKY PACIIOPSAIUTEIbHBIM JOKYMEHTAM.

23. HazoBuTe BUBI PACIOPAIUTENBHBIX JOKYMEHTOB U OCOOCHHOCTH KaXKJI0TO.
HaszoBure  CTpyKTypHBIE 4YacTH  TEKCTAa  PACHOPANUTENBHBIX  JTOKYMEHTOB,
odopmiieHHE TpeaMOyJibl U PaCOPSIAUTEIBLHON YacTH.



24. B 4yem ocoOeHHOCTH cCiy»eOHbIX mnucem? HazoBuTe BHABI CIyKEOHBIX
nucem. Kakue TpeboBaHus MPeIbABISIOTCS K TEKCTY CIY>KEOHBIX MucemM?

25. HazoBute mpaBwia odopmIIeHHs  PEKBU3HTA  «aapecar». Buubl
aJpECOBAHMS.

26. YUTO BXOJUT B MOHATUE CIPOBEIECHUE IKCIIEPTU3bI HEHHOCTH TOKYMEHTa» ?

27. PackpoiiTe MOHATUSA «IOKYMEHTOOOOPOT», <JIOKYMEHTONOTOKW». [laiiTe
XapaKTEPUCTUKY KaXXIOMy BHAY JOKYMEHTOIIOTOKA, YKAXKUTE€ HUX OCOOECHHOCTH.
Kakum o6pa3zom onpenensercs JOKyMEHTOO00pOT NperpusiTUs?

28. Homenkiarypa aen. 3naueHue. CocraBieHue. Buabl HOMEHKIATYPBI.

29. IlogrotoBka JOKYMEHTOB K cJau€ B BEJAOMCTBEHHbIH apxuB. Craaya
JOKYMEHTOB B apXuB opranHuzanuu. Onucu JOKYMEHTOB, HAXOJSAIIMXCA B JIEJE.
dopma u conepkaHre akTa 00 YHUYTOKEHUH TOKyMEHTOB U JIETI.

30. Kakue nokyMeHTBI HE mojyieKaT perucrtpanuu’? Kak u 3adeM BeeTcsl y4eT
TaKUX MOCTYIUICHH?

31. Pacckaxxute O BHAAX BXOJAILIUX, UCXOMASIIUX BHYTPEHHUX JIOKYMEHTaX.
HoxymentoB. IlpuBenutre Gopmbl >KypHaTbHOM peructpanuu. Pacckaxure o
peructpanuu ¢ noMoinbo PKK 1 aBTomatuznpoBaHHOM.

32. Yro BkirOYaeT B ceOs MOHITHE «(POPMUPOBAHUSL» U «ODOPMIICHUSD J1E?
HazoBute npusnaku opopmieHus: 00I0KKHU A€

33. Cpoku xpaHeHUs JOKYMEHTOB B 3aBUCUMOCTH MX 3HaunMmocTu. HazoBure
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OIPEAEIISIIOT CPOKH XpaHEHUSI.

34. Yto BKJIIOYaeT B ceOsl MOHATHE «IOATOTOBKA TIOKYMEHTOB K apXUBHOMY
xpaHeHuo»? OyHKIMH, 3a7a41 U OTBETCTBEHHOCTh JK.

TecTsl AJ151 NpOBeIeHUA KOHTPOJIbHOM PadoThI:

1. IpaBwibHasA MOCJE€A0BATEIBLHOCTh HANMUCAHUS IJIEMEHTOB IMOYTOBOIO
ajjpeca Ha MOYTOBBIX OTHPABJIECHUSAX:

®) IOYTOBBII UHIEKC;

\v) HAUMEHOBAHUE aJIpecaTa;

©)HOMEP KBapPTHUPHI;

& )Ha3BaHME HACEJIEHHOTO MyHKTAa;

&)Ha3BaHUE 00JIaCTU, Kpasi, peciyOIuKH;

b) CTpaHa,

@) HOMEp J0Ma;

<)Ha3BaHUE YJIUIIBI.

2. YHU(PUIIMPOBAHHAS CHCTEMA JJOKYMEHTAIIUU — ITO:

®) CUCTEMa JIOKYMEHTAIlUU, CO3/IaHHAasl TI0 €UHBIM TpaBujaM U TPeOOBaAHUSM,
cozepxaiiasi nHGopmaIuoo, He0OX0IMMYIO JJI YIPABICHUS B ONPEICICHHON cdepe
NEeSITENHHOCTH;

o) yHuuimpoBanapie  GOPMBI  IOKYMEHTOB, CHCTEMAaTH3WPOBAHHBIC  II0
GYHKIUSAM yIIpaBICHUS;



©) COBOKYITHOCTh JOKYMEHTOB, YCTAaHOBJICHHBIX B COOTBETCTBHH C PEIIAEMbIMU
JOKYMEHTaMU;

«) COBOKYITHOCTh JOKYMEHTOB, CBSI3aHHAsl €JIMHOOOpPa3HBIMH  TIPABHIIAMH
o opMITEHUS.

3. BO3MOKHOCTH HCIOJIb30BaHHMS (PpakCcHMHJIE KAK COOCTBEHHOM NOINMCH
perjiaMeHTHPYeTCH:

) TPXIAHCKUM KojeKkcoM PD;

) IpaBWJIaMH JI€JIONPOU3BOJCTBA B (peAepalbHbIX OpPraHax HCIOJHUTEIbHON
BJIACTH;

®)['OCT P 7.0.97-2025.

4. Kakomy By 0JIaHKOB COOTBETCTBYET JaAHHbII HAOOP PEKBU3UTOB?

o) locynapctBennniii  rep6  Poccuiickoit  ®enepanun, 1epd CcyObekTa
Poccuiickoit  depeparuu, 5SmOiieMa OpraHu3alvd, TOBApHBIM 3HAK  (3HAK
o0cnykuBaHUs), 1aTa, HOMEP, MECTO COCTABIICHUS WU U3JIaHUS;

o) OJIaHK TTHCHMA;

©)001Ini OJIaHK;

«)0JaHK KOHKPETHOT'O BUJa JOKYMEHTA.

5. Ilopsiaok HAMKCAHUSA MIOYTOBOI0 A/Ipeca YCTAHOBJICH:

o)B [lpaBuiax aemonpousBoAcTBa B (heaepalibHbIX OpraHax HUCIOIHUTEIbHOU
BJIACTH;

w)B I'OCT P 7.0.97-2025;

©)B [IpaBunax okazaHus yCiyr MOYTOBOU CBSI3H.

6. PexkBU3UT «BU32» MOKET BKJIIOYATh:

©) JOJDKHOCTh BU3UPYIONIETO, €ro MOJIMUCh, paciu@poBKY (MHULUAIBI U
dbamuns) u 1arty;

o) noanuck, pacmudposky (O. U. O.), nary;

©) IOJKHOCTD, MOJIUCH J1aTY;

&) JOIKHOCTb, MMOAMHCH, pactiudpoBky noanucu (P. U. O.).

7. 'epOoBasi me4yaThb MPOCTABJISAETCH HA MUCBMAX:

®) PEKJIaMHBIX;

\©) HAITOMUHAHUSX

© ) IPUTTIAIICHUSX;

& )rapaHTUHHBIX;

&)UHDOPMAITMOHHBIX.

8. Teker [OKYMEHTOB COCTaBJAIOT HAa TIOCYJAPCTBEHHOM  fI3bIKe
Poccuiickoii ®enepauvu HWJIM Ha TOCYAapPCTBEHHBIX $3bIKAX CYOBbEKTOB
Poccuiickoit @enepauuu B COOTBETCTBHH C:

@) TIpaBuia JEJIONPOU3BOJCTBA B (eJepalibHbIX OpraHax HCIOTHUTEIbHON
BJIACTH;

v)3akoHoAaTtenbcTBoM Poccuiickoit ®eneparuun U cyObekToB Poccuiickoit
denepanuu;

o) [[CAOY;

&) TUMOBOM MHCTPYKIUEN MO JEIONPOU3BOACTBY.

9. Ilesib10 CTAHAAPTU3ALUYN JOKYMEHTOB SIBJISIETCS:

) OpUIUYECKOE 3aKPEIJIEHUE PE3yJIbTaTOB YHU(UKAIIMN TOKYMEHTOB;



©) pa3paboTKa HOMEHKJIATYPY JeI;

©) CUCTEMAaTH3aIlMs JOKYMEHTOB B OpTraHU3aIuy;

«)o0ecrnedyeHrne COXpaHHOCTH IOKyMEHTOB;

&)3amura KOH()UICHIINATEHOCTH HHHOPMATIHH.

10. VYkaxkuTe BApPHAHT OTBETOB, B KOTOPOM MNPABWJIbHO Ha3BaHbI
PEKBU3HUTHI OJIAHKA MUCHMA:

0)(repb, »MOnema), KOJA OpraHu3alMy, HAUMEHOBAHUS OpraHU3alluU,
CIpaBOYHBIE JaHHBIE OO0 OpraHu3amuu, Kox (OpMBI JOKYMEHTa, MECTO s
NPOCTABJICHUSA JAaThl JOKYMEHTa, MECTO JUIsl TPOCTABICHUS PETUCTPAIMOHHOTO
HOMeEpa JIOKyMEHTa, CChIIIKa Ha HOMEp M JaTy BXOJIAIIETO TOKyMEHTA;

w)(repb, ’MOyiemMa), HAUMEHOBAHHUS OpPTraHMW3allMM, KOJ OpraHu3alluu, 1aTa
JIOKyMEHTa, MECTO JIJIsl POCTABJICHUS] PETUCTPAIIMOHHOTO HOMEpa IOKYMEHTa, MECTO
U3JIaHUS TOKYMEHTA, CChIJIKa HA HOMED U J]aTy BXOJSIIETO TOKYMEHTA;

©)(repbd, »MONemMa), HAMMEHOBAaHUS OpTraHM3allMM, HAUMEHOBAHHS BHJA
JIOKyMEHTa, JaTra JOKYMEHTOB, KOJ (POPMBI JOKYMEHTa, MECTO [JIsi MPOCTABIICHUS
PETHCTPAlIUOHHOTO HOMEpa JOKYMEHTa, CIPABOYHBIC [aHHbIE 00 OpraHHW3alluy,
CCBhUTIKA Ha HOMEP U JIaTy BXOJIAIIETO JOKYMEHTA;

<)(repb, »mOiieMa), HaMMEHOBAHHWS OpPTaHU3AIMH, CIPABOYHBIC TaHHBIE 00
oprannszanny, kox opranuzannu OI'PH, mecto mis mpocraBiieHuss natsl JOKYMEHTA,
MECTO JJIsl POCTABIICHUSI PETUCTPAIIMOHHOTO HOMEpPA JOKYMEHTA, CChIIKa HAa HOMED
M J1aTy BXOJSIIEro JOKYMEHTa, MECTO JIJIs 3aT0JIOBKA K TEKCTY.

11. K opranum3anmoHHbIM JOKYMEHTAM OTHOCHTCH:
®) TPOTOKOJ;
) yCTaB;

©®) HHCTPYKLMS;
&) TIOCTaHOBJICHUE;
&) TIOJIOXKEHHUE.
12. K pekBHM3MTaM NPUKA3a OTHOCATCS:
®) ajapecar;
v) HaMMEHOBAaHHE OpraHU3aluu;
©®) HaMMEHOBaHUE BHUJA IOKYMEHTA;
&) 3aroJIoBOK K TEKCTY, TEKCT;
&) rpud yTBEpKICHUS;
b)  TMOJIMUCH.
13. AKTBI CO31210TCS:
®) KOJUIETHANIbHO;
) Ha OJaHKax;
©®) Ha COBEIIAHWHU;
&) BBIIIECTOSIIICH OpraHU3aIUEH.
14. HopmaTuBHBIH aKT, HM3JaBaeMblil JHPEKTOPOM 00pa3oBaTeJbHOM
OPraHM3alHuU UM YYPe:KIeHHus, ITO:
©) TpHKa3;
©) TOJOXEHUE;
©®) PACHOPSIKEHHUE;
&) pelieHHue.



15. Bo Bpemsi NpoOM3BOACTBEHHOI0 COBCLIAHHUS Yy JAMPEKTOPAa CEKpeTaphb
3alMChIBAT BBICTYIUICHUSI M NPUHATHE pemieHusi. Kakoll JOKyMeHT cJeayer
0()OPMHUTH 10 UTOTaM 3aceaHus?

o) [IpoTokon;

©) peILICHHUE;

©) pactopsKEHUE;

&)TIPOTOKOJI, pEIEHUE U PACTIOPSHKEHHUE;

&)I0 YCMOTPEHUIO HaYalbCTBA.

16. PexkBu3uTaMU BHELIHEH CIIPABKH SABJISCTCH:

) [1€YaTh;

\©) TO/THCE;

©)HaMMEHOBAaHME BU/IA IOKYMEHTA;

&)ajpecar;

&)HaNMEHOBAaHHE OpraHn3aluy;

b) CChUIKA HA JJaTy PErMCTPallMOHHBII HOMEP.

17. ®@akc oTiIM4aercsi OT NMCbMA M0 0()OPMIIEHHIO TEM, YTO:

©) SIBJIAETCS HE MOJJIMHHUKOM, a KOIHEW TOKYMEHTA;

\©) COAEPIKUT PSJ TOMOJHUTEIbHBIX PEKBU3UTOB;

®)Ieyaraercs Ha Tenedakce;

&)HE MOXET OBbITh 3aBEPEH MEYaThIO.

18. Boigesnre M3 KaKUX Pa3esioB COCTOMT TEKCT NMPHKA3a 10 OCHOBHOM
AeATeJIbHOCTH:

©) KOHCTaTUPYIOUINI U pacriopsiAUTENbHbIN;

©) KOHCTATUPYIOIIUNA U TOCTAHOBJISIFOIIHIA;

©) KOHCTAaTUPYIOIINK U MpeIararoniuim;

&)OCHOBHOW U KOHCTaTUPYIOITHH.

19. Bbizenure, B KaKOM H3 BHAOB [0KYMEHTOB He€ IPOCTABJISIOTCS
PEKBU3UT HAUMEHOBAHMS BHAA JOKYMEHTA.

©) 3a5IBJICHUE;

©) CiTy>KeOHOE TUCHMO;

©) IOKJIaHas 3aMKcKa;

&) JOJKHOCTHASI UHCTPYKIIHSL.

20. Pacnpegeaure yKadaHHble HUKE JOKYMEHTBI Ha 3 TIpynmbl:
a) OpraHM3alMoOHHbIe, 0) pacopsiAMTEIbHbIC, B) HH(POPMAIlHOHHO-CIIPABOYHbBIE.

1. Pe3rome.

. JomKkHOCTHAas MHCTPYKLIMS.
. Pacniopsixkenue nupekropa.
. CBojKa.
. I[locTaHOBIIEHME KOJUIETHH.
. IHCTpYyKIMA 110 A€I0NpPOU3BOACTBY.
. CnipaBka ¢ mecta paboThI.
. [Ipukas o npueme Ha paboTy.
. llItaTHOE pacnucanue.
10. TpynoBoii 10roBop.
11. Ilpurnamenue Ha BBICTABKY.

O 00 1O\ kWD



12. PernameHT.

21. Komuccusi mo paccijieloOBaHMI0 MOKapa, TMPOU30LIeANIero B
00pa30BaTeJIbHOM YUYPeKICHUH, YCTAHOBIWIHN P GaKTOB, KOTOPbIE MOCTYKUIH
NPUYUHON Moxkapa. Kakoil TOKyMEHT J0/ZKHA COCTABUTh KOMHUCCHUS?

0) AKT;

1) CIPaBKYy;

©) JIOKJIaIHYIO 3aIUCKY;

&)UHCTPYKIIUIO O MTPOTUBOIOKAPHOUN 0€30MaCHOCTH.

22.  JIOKyMeHT, aJlpeCOBAHHBIH  PYKOBOAMTEJIIO OpraHu3alnuu,
cojep:Kamuil  00CTOSATEIbCTBEHHOE M3JI0JKEHHE KaKoro-jimbdo Bompoca ¢
BbIBOIAMH U NPEIJIOKEHUSIMH COCTABJICHHS, HA3bIBACTCH:

©) aKT;

\©) IpEACTaBIICHHUE;

©) IOKJIaTHas 3aIIUCKa;

&)TNIPEITIOKEHUE.

23. laToii ci1ykeOHOro muchbMa sIBJISAETCS JAaTa:

©) COCTaBJICHUS,

) OTIIPABJICHUS;

©) IOAMTUCAHMS;

&) IOy YEHHUSI.

24. CnucoOK NMPUCYTCTBYKOIIMX HA 3acelaHuu odopmiiseTcsi OTAEJIbHO H
NPUJIATraeTcs K NPOTOKOJIY, €CJIM TAKOBBIX:

0) 0onee 15;

) 6omee 10;

©)0oiee 25.

25. Odopmiienne O00JIOKKH Jejia IS NOCACAYHIIEro XpaHEHUs
onpeneJsieTcs:

©) CTaHAAPTOM;

\©) MHCTPYKILIMEH 1O JIETONPOU3BOICTBY;

©) pacClopsIKEHUEM PYKOBOIUTEIIS.

26. JxcnepTH3a MEHHOCTH JOKYMEHTA NMPOXOIUT B Trama:

©) YETBIPE;

©) TpH;

©)JBa.

27. HomeHnkiaaTtypa aeJa (padoumnii 3K3eMILIAP) MOMENIAK0T Ha:

©) CTOJIE, MO/ CTEKJIOM;

o) ABepIIe MKada ¢ JOKyMEHTaMHU;

©)BHYTpPEHHEHN CTOpPOHE JIBEpIIbI 1mKada ¢ JOKYMEHTAMH.

28. Bce aucThI JAesia NMPH MNOATOTOBKE HMX K IMepegade B apXuB
HYMEPYIOTCSH:

©) YEpHBIM Tpa(PUTHBIM KapaHAIIoOM;

\v) YepHBIMH YEPHUIIAMH;

©) KpPaCHBIM KapaHJaIIOM.

29. Bxoasimue JOKYMEHTbI PeruCTPUPYIOTCH:

©) ITOCJIE 03HAKOMIIEHUSI C HUMH PYKOBOJIUTEIIS;




\©) B IEPBOM ITOJIOBUHE JIHS ITOTYYEHUS;

©)J10 03HAKOMJIEHHSI C HUMH PYKOBOJMTEJIS.

30. Ka:xxnasi oOpa3oBaTe/ibHAs OPraHu3anuga 00s13aHA UMETh:

©) CBOJHYI0 HOMEHKJIATypYy;

) IHIUBUAYaJIbHYI0 HOMEHKIIATYPY;

©) TUTIOBYIO HOMEHKJIATypy.

31. 3a CKOJIBKO AHEH A0 MCIOJHEHHS NPOBOAAT NpeayNnpeauTebHbII
KOHTPOJIb?

) 1B,

\©) OJTVH;

©) TPH.

32. PazgequresisiMi B CIIPABOYHOI KAPTOTEKE CIYKAT:

©) Ha3BaHUs CTPYKTYPHBIX MOApa3IeICHU;

\©) HAaIIPABJICHUSI I€ATEIBHOCTHU IIPEAIIPUATHUS;

©) IHU HEeJIeJId, MecsIla.

33. Ha ucxoasimeM JOKYMEHTe PEKBU3HUT «1aTa» CTABUTCH:

©) COCTaBUTEJIEM JOKYMEHTA;

) IPU pEeTUCTPaLIUH;

©)IIOCJIE MOAMUCAHUS PYKOBOIUTEIEM.

34. Eciiu B feJie coaepKaTcs I0KYMEHTbI Pa3JIMYHON LEHHOCTH, TO CPOK
XpPaHeHMs YCTAHABJIMBAETCH:

©) OOJIBILINIA;

\©) MEHBIIU;

©) CPETHUM.

3aganus 11 CaMOCTOATEILHOM PadoThI

3aganme 1. OdopmMuTh BCE OTMETKH, KOTOPHIE CTaBSAT Ha JIOKYMEHTE B
coorBerctBuM ¢ ['OCT P 7.0.97-2025. Vkaxutre MeCTOPACHOI0KEHUS ATUX
PEKBU3UTOB Ha OylaHke popmara A4.

3aganue 2. M300pa3ute cxemMaTHuecKu KIACCU(PUKALINIO TOKYMEHTOB.

3aganue 3. Brimummure Ha auct ¢gopmata A4 Bce mpaBuia oQOpMIICHUS
TEKCTa JIOKYMEHTa: HMHTepBaJibl, WPU(THI U T. A. B coorBerctBuM ¢ ['OCT P
7.0.972025.

3apnanmne 4. CoctaBuTh U O(OPMHUTH AOKIAIHYIO 3alUCKy O HapyUIEHUHU
TPYJOBOM TUCUUILIMHBI paOOTHUKOM. Bce peKBU3UTHI U 37€MEHTHI TEKCTa JOOABUTh
camocTodTenbHo. Hamucate OOBSCHUTENBHYIO 3alKMCKy OT HMEHHU pabOTHUKA,
HapyLIUTENS TPYAOBON JUCIUIUIVHBIL.

3ananue 5. Hanucath 0TBETHOE MUCHMO-011arolapHOCTh Ha MO3paBIICHUE.

2.2. OueHoYHbIE CPeACTBA VISl IPOMEKYTOUYHOM aTTecTaunu (3a4er)
Bomnpocsl 1j1s1 NpoBeeHUs 3a4eTa:

1. [ToHsiTHE «IOKYMEHT» U €r0 (PYHKIIHH.
2. Knaccugukanus TOKyMEHTOB.



3. CyImHOCTh M OCHOBHOE HAa3HAYCHHE JTOKYMEHTAIlMOHHOTO OO0eCreYeHUs
NEeATENIbHOCTH Ie1arora.

4. Cuctembl TOKyMEHTAIIUH.

5. 3akoHOmaTenbHAs ¥ HOPMATHBHO-METOAUYECKas 0a3a JTOKyMEHTAIMOHHOTO
oOecrieueHus: yIpaBJICHHUS.

6. ®opmyJsip TOKyMEHTA.

7. CocTaB peKBU3UTOB JOKYMEHTOB.

8. TpeboBaHus K 0OPOPMIECHUIO PEKBU3UTOB TOKYMEHTOB.

9. TpeboBanus K O1aHKaM JOKYMEHTOB.

10. Cucrema 1O0KyMEeHTAIlMU B 00pa30BaTeIbHON OpraHu3aIiu.

11. Opranuzainuonsbsie JoKyMeHThl cuctembl OPJI. OO0mias xapakTepucTuka u
Ha3HAaYEHUE JOKYMEHTOB.

12. Pacniopsiautenbhbie ToKyMeHThI cucteMbl OPJ]. OOmmias xapakTepuctuka u
Ha3HAaY€HUE JOKYMEHTOB.

13. UadopmarninoHHO-CIIpaBOYHbIE  JTOKYMeHTHl cucteMbl OPJ[.  OOmras
XapaKTepUCTHKA U Ha3HAYEHUE JOKYMEHTOB.

14. JlenoBoe MUCbMO KaK OCHOBHOM BUJ| IEPEMUCKHU.

15. brnanku nia nucem. @opmylisip 1€I0BOTO MUChMA.

16. OcobenHocT OPUIIMATBEHO-AEIOBOTO CTUIISI COCTABIICHHS TEKCTA JEJIOBOTO
nMchbma.

17. Bungsl CIY>KEOHBIX  TIHCEM, COCTAaBIIAIOIINE OCHOBY  JI€JIOBOM
KOPPECIIOHACHITUH.

18. DnexTpoHHas nepenucka. JIEKTPOHHBIN TOKYMEHT.

19. Opranuzanus JOKyMeHTO000pOTa 00pa3z0BaTEIbLHOM OpraHu3aliu.

20. ®opMbl OpraHuzanuuM paboThl € JOKYMEHTaMmH. J[OKyMEHTOOOOpOT.
JIOKyMEHTOIOTOKH.

21. [Mopsimok 06pabOTKM BXOASAIIMX JOKYMEHTOB. Perucrpaiust JOKyMEHTOB.

22. llopsimok 06pabOTKH UCXOAAIINX TOKYMEHTOB.

23. [lopsimok paboThl C BHYTPEHHUMH IOKYMEHTAMHU.

24. HomeHkiarypa Aen.

25. ®opmMHUpOBaHUE, odopmIieHue, XpaHEHUE eI B TEKyLIEM
JEJIONPOU3BOJICTBE.

26. YHu(dukanus J0KyMEHTOB.

27. CranmapTusanusi JOKYMEHTOB.

28. Hymepanuss MHOTOCTPaHUYHOTO JOKYMEHTA.

29. pudTel, Kerau U OIS, MPUMEHsIeMbIC PU 0OPMIICHUU JJOKYMEHTOB.

30. Pestome, aBToOMoOrpadus, XxapakTepucTHKa: MOHATHE, Ha3HAYEHUE, COCTAaB
PEKBU3UTOB.

31. 3asBiieHuE: MOHATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

32. CnyxeOHas 3alucKa: MOHATHE, HA3HAUYCHHE, COCTaB PEKBU3UTOB.

33. OObpsIcHUTEIbHAS 3aIMCKa: IOHATHE, HA3HAUYCHHE, COCTaB PEKBU3HUTOB.

34. JloxnaaHas 3alKUCKa: MOHATHE, HA3HAYECHHE, COCTAB PEKBU3UTOB.

35. CopaBka: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

36. AKT, IpOTOKOJI: IOHATUE, HA3HAUYECHHUE, COCTAB PEKBU3UTOB.

37. llpukas, pacnopsiKE€HHE: TOHATUE, HA3HAYCHUE, COCTAB PEKBU3UTOB.



38. IIpuka3 no IMYHOMY COCTaBY: IIOHATHE, HA3HAYEHNE, COCTAB PEKBU3UTOB.

39. YcraB, noyio’keHue: MOHATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

40. TommxkHOCTHAsI MHCTPYKLMS: TIOHSTHE, HA3HAYEHHUE, COCTAaB PEKBU3UTOB.

41. UHCTpyKUIMA 1O JEJNONPOU3BOACTBY: IIOHATHE, HA3HAYEHUE, COCTaB
PEKBU3UTOB.

42. IlpaBuna: NoHITHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

43. KOJUIEKTUBHBIN TIOTOBOP: MOHIATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

44. OcoOEHHOCTH COCTABJIEHUS TEKCTa MPOTOKOJIA.

45. OcoO0EHHOCTH COCTaBJIEHHUS TEKCTa MPUKa3a.

46. PexBu3uThl rep0, smOiIeMa, TOBAPHBIM 3HAK (3HAK OOCITY>KMBAHMS), KOJ
(bOpMBI TOKYMEHTA.

47. PekBU3UT HAMMEHOBAHUE OpraHW3alM{, HAWUMEHOBAHUE CTPYKTYPHOTO
NOAPA3AECIECHUS, HAUMEHOBAHUE JTOJXKHOCTH JIUILIA.

48. PexBU3UT CripaBOYHBIC JAHHBIE 00 OpraHU3alUU.

49. PekBU3UT HAUMEHOBAHUE BUIA JJOKYMEHTA.

50. PexBU3UT faTa JOKYMEHTA.

51. PeKBHU3UT pEruCTpanMOHHbIM HOMEP JOKYMEHTA.

52. PEeKBU3NT CCBUIKA HAa PETHCTPALMOHHBIA HOMEP M ATy NOCTYIMBLIETO
JOKYMEHTA.

53. PexBU3UT MECTO cOCTaByICHUS (M3/1aHMs) TOKYMEHTA.

54. PekBu3UT rpud orpaHUYEHHsI 1OCTYyNA K JOKYMEHTY.

55. PexBusur azpecar.

56. PexkBu3uT rpud yTBep>KICHUS JOKYMEHTA.

S’7. PEKBU3UT 3arojlOBOK K TEKCTY.

58. PEKBU3UT TEKCT TOKYMEHTA.

59. PekBU3UT OTMETKA O MPUIIOKEHUU.

60. PexBu3ut rpud corimacoBaHus TOKyYMEHTA.

61. PexBu3ur Bu3a.

62. PeKBU3UT MOJNUCH.

63. PekBu3HUT OTMETKA 00 SJIEKTPOHHON MOMHCH.

64. PekBU3UT neyaTs.

65. PekBU3UT OTMETKA 00 UCTIOTHUTEIIE.

66. PekBU3HUT OTMETKA O 3aBEPEHUU KOIHH.

67. PEKBU3UT OTMETKA O MOCTYIUIEHUH TOKYMEHTA.

68. PexBU3UT pe30ronusi.

69. PekBU3UT OTMETKA O KOHTPOJIE.

70. PEKBU3UT OTMETKA O HAIIPaBJICHUH IOKYMEHTA B JEJO0.



