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1. TACITIOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NPpUMEHEHUA

®oun  omenouyHbix cpeactB (DOC) — HeoTsememas dacTh paboueit
IporpaMMbl JUCHUIUIUHBL «J[OKyMEHTOOOOPOT 00pa3oBaTebHON OpraHu3aluu» MU
npeaHa3HaueH JUIsi KOHTPOJSL M OIEHKU 00pa30BaTENbHBIX JIOCTUXKEHUM CTYAEHTOB,
OCBOUBIIIHX MPOTPAMMY JTUCIUTUIUHBI.

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
Oenepanuu ot 10 suBaps 2017 1. Ne 10 u IlpodeccroHanbHBIM 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
YK-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/bl U TEXHOJOTUU paboThl ¢ MHpOpMalueH,
NPUHIMUIBl  YCTHOM W  TUCHbMEHHOW KOMMYHHKAIMH, IpaBHJIa
KOMMYHHUKAIlU B TpodecCHOHaIbHOW cpeae, B TOM 4YHCIE Ha
UHOCTPaHHOM

A3BIKE.

YMeer: yCTaHaBIMBATh KOHTAKThI, NMPHUMEHSATh METOIBl U CIIOCOOBI
s dexTuBHOrO OOMICHUS, oOOMeHa uH(poOpManue B YCTHOH U
NUCHMEHHOU (popMe B COOTBETCTBHMH C HOPMaMH SI3bIKa, B TOM YHCIIE
MHOCTPaHHOTO.

Braneer HaBbIKaMM: YCTHOM M IIMCBMEHHOM KOMMYHHKAalUd, B TOM
YHclie HA HHOCTPAHHOM SI3bIKE.

1.6. Kpurepuu OuUeHUBAHMS KOMIIETEHUMH Ha Pa3HbIX IJTanax HX
dopmupoBanus

KoimuyecTBo
Buj; yueOHO# padoThI 0a1oB
(010210 300

BbInosiHeHWe 1 3aliyTa MpakTHUeCKuX paboT 40 45
KoHTposbHast paboTa 15 10
KoHTponb caMocTosiTeTbHOM paboThI 20 20
YcTHBIN 3ayeT 25 25
Bcero 100

HakonureabHaa cucrema oueHuBanus no 100-0aiLHoM HIKAJIe

YeTpipex0aiibHast Cucrema
100-6annbHaa | BykBeHHas mKasa, cooTBercTBymomas 100-
cucTeMa OLleHHUBaHHA OLleHUBaHHA

mKaJ/Ja 0a/I/ILHOM IIIKaJjIe
3K3dMeHad 3da4ueTra

OTirMyHO 90-100 A — OT/IMUHO — TeOpPeTUYECKOe COoJleprKaHue
KypCa OCBOEHO IOJIHOCTBIO, 6e3 Mpobesios;
HE0OXOMMbIe MTPAKTHUECKKUe HAaBbIKK pabOThI
C OCBOEHHBIM MaTepUasioM ChOpMUPOBaAHEI;
BCe IpelyCMOTPEHHbIe TTPOrpaMMOi
06yueHust yueOHbIe 3a/laHUsI BLITIO/THEHBI,
KaueCTBO WX BBINOJHEHUS OLIEHEHO UHC/IOM
6a/710B, O/IM3KMM K MAKCUMAaJIbHOMY 3auTeHo

Xopo1io 83-89 B — oueHb XOpOI1I0 — TEOpETUUECKOe
coZiep>kaHre Kypca OCBOEHO IOJTHOCThIO, 6e3
npo06esioB; HeOOXOAVMBIe TIPAaKTHUeCKHe
HaBbIKM pab0ThbI C OCBOEHHBIM MaTepHUaioM B
OCHOBHOM C()OPMUPOBAaHBI; BCe
MpelyCMOTPeHHbIe TIPOrpaMMOU 00y4eHUs
yueOHbI€ 3a/IaHUs1 BBINOJIHEHbI, KAUECTBO




BBLITIO/THEHUS OOJIBIIMHCTBA U3 HUX OL[EHEHO
yKrC/IOM 0a/IoB, OJIM3KMM K MAaKCHUMAaIbHOMY

Xopouio

75-82

C — XOpOIIIO — TEOPeTHUeCKOe CoJieprkaHne
KypCa OCBOEHO IOJTHOCTBIO; HEKOTOphIe
MPAKTHYECKHE HaBBIKK PAbOTHI C 0CBOEHHBIM
MarepuaaoM chOpMHUPOBAHBI HEAOCTaTOYHO;
BCe Mpe/yCMOTPEHHbIe TIPOrPaMMOit
00yueHust yueOHbIe 3a/laHUSI BLITIOTHEHBI,
KaueCTBO BBINOHEHYS HA OJJHOTO U3 HUX He
OLieHeHO MUHUMaJIbHBIM UHC/IOM 0asos,
HEKOTOpHbIe BUZBI 33/JaHNH BBITOTHEHBI C
ormbkamMu

Y oBJ/IeTBOPUTEIEHO

63-74

D — y/10B/IeTBOPUTENEHO — TEOPETUUECKOE
Cofiep)kaHHe Kypca 0CBOEHO YaCTHYHO, HO
npo0OeJbl He HOCAT CYILeCTBEHHOTO
XapakTepa; HeoOX0J1Mble TIPAaKTHUECKHe
HaBBIKM pabOThI C 0CBOEHHBIM MaTepHaioM B
OCHOBHOM C(OPMHPOBAHEI; OOMBIIHHCTBO
TMpelyCMOTPEHHBIX TIPOrpaMMoii 00ydeHwHst
yueOHBIX 3a/laHHH BBITIOJIHEHO, HEKOTOPLIE U3
BBITIOJIHEHHBIX 33/IaHUI cofiepyKaT OLIMOKH

Y oBneTBOPUTENTBHO

50-62

E — mocpe/iCTBEHHO — TeOpeTHYeCcKoe
Co/iep>KaHre Kypca OCBOEHO YaCTUUHO;
HEKOTOpbIe MPaKTUYeCKHe HABBIKU PabOThI He
copMHpPOBaHEI, MHOTHE MTPeyCMOTPEHHbIe
yuebHO¥ rporpamMmoii 06ydeHust yuebHbIe
3a/[aHKsI He BBITIOJIHEHEI MO0 KauecTBo
BBINOJTHEHHBIX HEKOTOPBIX U3 HUX OL[EHEHO
yKrc/IoM 0as1oB, 6JIM3KUM K MUHHUMA/IEHOMY

HeyposnersopuresnsHO

21-49

FX — Hey/10B/1IeTBOPUTEIBHO — TeOpeTUYeCKoe
coziep>KaHre Kypca OCBOeHO YaCTUYHO;
HE0OXOZUMbIe MPAKTUUECKUE HABbIKW PabOThI
C OCBOEHHBIM MaTepHaioM He
copmrpoBaHbl; GOJBLIMHCTBO
Tpe/lyCMOTPEHHBIX y4eOHOI porpaMmoi
06yueHus yueOGHBIX 3a/jaHUH He BBIOIHEHO
b0 KauecTBO UX BBITIOJHEHUS OLIEHEHO
yKc/IoM 6asiioB, 6/IM3KUM K MUHAMAbHOMY;
TIPY JIOTIOJTHATEEHO CAMOCTOSITE/TbHOU
paboTe Ha/| MaTepHUasoOM Kypca BO3MOXKHO
TIOBBIILIEHHE KaueCTBa BBIMOIHEHHUS yueOHbIX
3alaHui

HeyposnersopuresnsHO

0-20

F — Hey[OB/IETBOPUTE/ILHO — TEOPETUUECKOE
cofepykaHve Kypca He OCBOEHO;
HE0OXO0ZUMbIe MPAKTUUECKUEe HAaBbIKW pPabOoThI
He C()OpPMUPOBaHbI; BCE BLIMOIHEHHbBIE
yueOHbIe 3aIaHusI CO/lep>KaT IpyOble OIIUOKMY;
JOTIOJIHUTE/IbHAsT CAMOCTOsITe/IbHAs paboTa
HaJl MaTepHaloM Kypca He IIpUBeZIET K
KaKOMY-JIM00 3HaUMMOMY MOBBILIEHUIO
KauecTBa BbIMIOJHEHHs YUeOHBIX 3aaHui

He 3auTeno

2. KOHTPOJIBHO-OHEHOYHBIE CPE/ICTBA

2.1. OueHoYHBbIE CPEACTBA TEKYIEr0 KOHTPOJIA (TUIOBbIE)

Bomnpocsl 1151 yCTHOTO Onpoca:

1. [aiite onpeneneHue MOHATHS «JTOKYMEHT.




2. Packpoiite nousarue «JJOY». HazoBute mpodeccronanbHble TEPMUHBI U
orpezeneHus B 00J1acTu AeONPOU3BOJICTBA.

3. HazoBute u packpoiite GyHKIIUN JOKYMEHTOB.

4. Kakve OCHOBHBIE 3aKOHBI B 00JJACTH OpraHU3aLMM AEIONPOU3BOACTBA BbI
3Haete? HazoBuTe comepkaHue makeTa OOS3aTENBHBIX 3aKOHOAATCIBHBIX W
HOPMAaTHUBHBIX JOKYMEHTOB B obsactu JIOVY.

5. HazoBure mpaBuia  yTBEPXKIEHUA  JIOKYMEHTOB. TpeOoBaHus W
odopmIiIeHHE.

6. Kakue peKBU3UTHI SBIAIOTCS «HOPUAMYECKH 3HAYMMbIMU»? [IpaBuna ux
opopmieHus. YTo BKIIOUAET B ce€0s1 MOHITHE «IIPABOBast OXpaHa JOKYMEHTOB»?

7. llpuBeguTe mpuMepbl JOKYMEHTOB, KOTOPBIE MOJIEKAT YTBEPKACHUIO U HA
KOTOPBIX CTaBUTCS nedath. Kak opopMIIsitoTCs mepeyHu Takux JOKYMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBHUH C KOTOPHIM OQOPMIISIOT PEKBU3UTHI
nokyMeHToB cuctembl OP/I. JlaTa BBeleHHe U 4TO OH ycTaHaBnuBaeT. HazoBute Bce
PEKBU3HTHI.

9. HazoBute pekBu3uTHl 00miero Onmanka W Omanka mis mucbMa. [lpaBumia
obopmienus. Kakume Buumbl OmaHKoOB Bbl 3Haere? B dyem ocoOeHHOCTH OJlaHKa
JOJKHOCTHOTO Jinua’?

10. CornmacoBanue u BusupoBanue. HazoBure BUIBI U CPOKHM COTJIACOBAHMS, U
BU3UPOBAHHUE IOKYMEHTOB.

11. Pacckaxkute 0 medarssx W IITaMmmax NpeaupusaATHd W opranuzanui. Ha
KaKuX JOKyMeHTax craBsTcs mnedarb? Kakue TpeOoBaHUS MPEABSBISIOT K
UCII0JIb30BaHUIO repOoBoil mevaru?

12. PackpoiiTe coaep:kaHWE MOHATUS «ympasieHue». HazoBuTE CHUCTEMBI
JOKYMEHTOB YyrpaBieHus. Packpoiite nonstue «OP/l». Kakue rpynmnsl U BB
JTOKYMEHTOB BxoasT B OP/]?

13. Pacckaxutre 00 OCOOEHHOCTSIX 3JEKTPOHHOTO JIOKYMEHTA, 3JIEKTPOHHOU
NEPENUCKU U TPEOOBAHUSX, IPEIbIBISIEMbIX K HEH.

14. B uem ocobennoctu Omanka s muchMa? Ha3oBuTe pekBU3HTHI OaHKa
JUISI IACbMA M PEKBU3HTHI CIIYKEOHOTO MUChMa.

15. Yro periiaMeHTHpYeT TUIIOBAsi MHCTPYKLMS 1O AeI0npou3BoAcTBy? JlaiiTe
XapaKTEPUCTHKY OPTaHU3aMOHHBIM JOKYMEHTAM U HA30BUTE UX BUBIL.

16. HazoBute BuAbl HH(DOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB, JaiiTe
XapaKTEPUCTUKY KaxaoMy Buay. [IpuBenuTe n3BecTHbIC BaM BUIbI PETUCTPALUU.

17. JaliTe ~ XapakTEpUCTUKY YyYpPEOUTEIbHBIM JOKYMEHTAM M  YCTaBYy
npennpustua. Kakue BUibl yCTaBOB Bbl 3HAaETE?

18. [Jalite  xapakrepuctuky JAoKymeHTy «llomoxeHue» W HaA30BUTE
CTPYKTYpPHBIE€ YaCTHU TEKCTA JOKYMEHTA U €r0 COJICPKaHHUS.

19. Jaiite xapaktepuctuky 1okyMeHTy «HcTpykuus». [IpuBenure npumepsl.
JIoKHOCTHAst MHCTPYKIMS, CTPYKTypa Tekcta. Opopmienue. O3HaKOMIICHHE.

20. IlItatnoe  pacnucanne OCOOCHHOCTH  COCTaBJIICHHS, O(OPMIICHHS.
TpebGoBaHUe K UCTIOIH30BAHUIO YHUPUITUPOBAHHBIX (POPM.

21. IIpaBuna BHyTpEHHETO TPYAOBOTO pacnopsaaka u [lomoxenne o nepconane.

22. JlaiiTe XapaKTEPUCTUKY PACIIOPAAUTEIBbHBIM JOKYMEHTAM.



23. Ha3zoBuTe BUBI paCOPsIUTENbHBIX JOKYMEHTOB U OCOOEHHOCTH KaXKJI0T0.
HazoBuTe  CTpyKTypHblE 4YacTH TEKCTa  pacCHOPSAIUTENbHBIX  JOKYMEHTOB,
odopMiieHHE TTPeamMOyJIbl U PACTIOPSTUTEITHHOM YACTH.

24. B ueM ocoOeHHOCTH clykeOHBIX muceM? Ha3oBute BHABI CIyXKEOHBIX
nucem. Kakue Tpe6oBaHus MPEIbABISIOTCS K TEKCTY CIY>KEOHBIX MuceM?

25. HazoBute mpaBwia oQopMiieHHs  pEKBU3UTa  «aapecar». Bunubl
aJIpeCcOBaHMSL.

26. UTo BXOAUT B IOHATHE IIPOBEACHNUE IKCIIEPTU3HI IEHHOCTH TOKYMEHTa»?

27. PackpoiiTe MOHATUSA «IOKYMEHTOOOOpOT», <«JIOKYMEHTONOTOKM». [laiiTe
XapaKTePUCTUKY KaXKJIOMY BHJY JIOKYMEHTOIOTOKA, YKaXXUTE€ HX OCOOEHHOCTH.
Kakum o6pazom onpenensiercs JOKyMEHTOOOOPOT NpeApusiThs?

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

29. [logroToBka JOKYMEHTOB K cJad€ B BEIOMCTBEHHbIM apxuB. C(Cnaua
JOKYMEHTOB B apXuB opraHuzanuu. Onucu JOKYMEHTOB, HAXOJSIIMXCA B JIEJeE.
®dopma u cosiepkaHre akTa 00 YHUUYTOXKEHUU JOKYMEHTOB U JEN.

30. Kakue 1oKkyMeHTHI He nojjiexar peructpaunun’? Kak v 3aueM BeeTcCsl yueT
TaKuX MOCTYIUICHH?

31. Pacckaxkute O BHAAX BXOASAUIUX, UCXOISAIIMX BHYTPEHHUX JIOKYMEHTaX.
HoxymenToB. IlpuBenutre Gopmbl >KypHaAIbHOM peructpanuu. Pacckaxure o
peructpanuu ¢ noMoibo PKK n aBTomMmatn3npoBaHHOM.

32. Yro BKiIIOYaeT B ceOst moHATHE «(OPMUPOBAHUSD» U «OPOPMIICHUS» Aei?
HazoBute npuszHaku opopmiieHus: 00JI0XKKHU Al

33. Cpoku XpaHEHHUsI JOKYMEHTOB B 3aBUCHUMOCTH MX 3HauuMocTu. HazoBure
HOPMAaTUBHBIA IOKYMEHT, 10 KOTOPOMY OIIPENIEISIOT CPOKU XPAHEHUSL.

34. Yto BKJIIOYAET B CeOsl TOHITHE «IOATOTOBKA JIOKYMEHTOB K apXUBHOMY
xpaHeHuo»? OyHKIKH, 3a7a41 U OTBETCTBEHHOCTh JK.

TecTsl AJ151 NPOBeIeHUA KOHTPOJIBbHOM PadoThI:

1. IlpaBujbHAsA MOCJEA0BATEJBLHOCTh HANMCAHMS 3JEMEHTOB IOYTOBOIO
ajpeca HA MOYTOBBIX OTIPABJIEHUAX:

®) MOYTOBBIN UHJEKC;

v) HAMMEHOBAHUE a/Ipecara;

©)HOMEP KBApPTHUPHI;

& )Ha3BaHUE HACEJICHHOIO IMyHKTA,

&)Ha3BaHHUE 00JIaCTU, Kpasi, peCIyOIuKHY;

b) CTpaHa,

) HOMEp A0Ma;

«)Ha3BaHHE YJIULIBIL.

2. YHnpuuupoBaHHAs CHCTEMA JOKYMEHTALMU — ITO:

®) CUCTEMa JIOKYMEHTAIlMM, CO3JIaHHAs M0 €AMHBIM MpaBWIaM U TPeOOBaHUIM,
cozepxaniasi nHGopMaIuoo, He0OXOIUMYIO JIs YIIPABICHUS B ONPEACIICHHON cdepe
NEeSATENbHOCTH;



o) yHu(UIIIpOBaHHbIE  (OPMBI  JIOKYMEHTOB, CHCTEMAaTHU3WPOBAaHHBIE  TIO
GYHKIUAM yIIpaBiICHUS;

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

«) COBOKYITHOCTh  JIOKYMEHTOB, CBsI3aHHasi €IMHOOOPa3HBIMH IpaBUJIAMHU
odopmIICHUS.

3. BO3MOKHOCTH HCIOJIb30BAHHMS (PaKCHMHJIE KAK COOCTBEHHOM NMOINMCH
perjiaMeHTHpPYeTCH:

®) TPXIaHCKUM KojeKcoM PD;

) MpaBUJIaMH JIEJIONPOU3BOJICTBA B (pefepalibHbIX OpPraHax HCIOJIHUTEIbHON
BJIACTH;

®)[OCT P 7.0.97-2025.

4. Kakomy By 0JIaHKOB COOTBETCTBYET JaAHHbII HAOOP PEKBU3UTOB?

o)ocynapctBennsiii  repd Poccuiickoit  ®enepanuu, repd cyObekTa
Poccuiickoii  ®enepanuu, sSMOnema OpraHu3alid, TOBapHBIA 3HAaK  (3HAK
o0OciyXuBaHUs), 1aTa, HOMEP, MECTO COCTABIICHUS WU U3IaHUS;

) OJIaHK MUCHMA;

©) 001N OJIaHK;

&)01aHK KOHKPETHOT'O BUJA JOKYMEHTA.

5. IlopsA10K HANMMCAHUS MIOYTOBOI0 A/IPeca YCTAHOBJIEH:

0)B [lpaBuiax aemonpou3BojAcTBa B (heepalibHbIX OpraHax HUCIOIHUTEIbHOU
BJIACTH;

w)B 'OCT P 7.0.97-2025;

©)B [IpaBunax okazaHus yCiIyr MOYTOBOU CBSI3H.

6. PexkBU3UT «BU32» MOKET BKJIIOYATH:

©) JOJKHOCTh BU3UPYIONIETO, €ro MOJIUCh, pacmiu@poBKY (MHUIMATBI U
dbaMuns) U 1arty;

o) moanuck, pacmmdposky (®. U. O.), nary;

©) IOJDKHOCTD, MOJIIIUCH J1aTY;

&) JOIKHOCTh, MMOAMHCH, pactudpoBky noamnucu (P. U. O.).

7. 'epOoBasi me4yaTh NPOCTABJISAETCH HA MACHBMAX:

) PEKJIaMHBIX;

\©) HATOMUHAHUSX

© ) IPUTJTIAIICHUSX;

& )TapaHTUNHBIX;

&)UHDOPMAIMOHHBIX.

8. TekcT [0KYMEHTOB COCTABJSIIOT HA TOCYJIapCTBEHHOM fI3bIKe
Poccmiickoii ®Degepaunu WM Ha TOCYJAPCTBEHHBIX HA3BIKAX CYOBEKTOB
Poccuiickoit @enepanuu B COOTBETCTBHH C:

@) TIpaBuia JEJIONMPOU3BOJACTBA B (¢eJepallbHbIX OpraHax HCIOTHUTEIbHON
BJIACTH;

v)3akoHogaTenbcTBOM Poccuiickoit denepaunu u cyobekToB Poccuiickoit
denepanny;

o) [[CAOY;

&) TUTIOBOM MHCTPYKIMEH MO JETOMPOU3BOACTRY.



9. Heab10 cTAHAAPTU3AIUM TIOKYMEHTOB SIBJISIETCS:

) FOPUIUIECKOE 3aKPEIJICHUE PE3yIbTaTOB YHU(DHUKAIINN TOKYMEHTOB;

©) pa3paboTKa HOMEHKJIATYPY JeT;

©) CUCTEMaTH3aIls JOKYMEHTOB B OpTaHU3aIUH;

«)o0ecreuyeHrne COXpaHHOCTH IOKYMEHTOB;

&)3amunTa KOH(pHUIEHINATbHOCTH HHPOPMALIIH.

10. VYkaxkute BapuUAaHT OTBETOB, B KOTOPOM NPaBWJIbLHO HA3BaHbI
PEKBHM3HMTHI OJIAaHKA MUCbMA:

0)(repb, »MmOnema), KOJA OpraHu3aly, HAUMEHOBAHUS OpraHU3alluu,
CIIpaBOYHBIE JaHHbIE OO0 oOpraHu3amnuu, Koja ¢GOpMbl JOKYMEHTa, MECTO JUIs
MPOCTABJICHUSA JaThl JOKYMEHTa, MECTO JUIS IPOCTABJICHUS PETUCTPALIMOHHOTO
HOMEpa JOKYMEHTa, CChIJIKa Ha HOMEP U JIaTy BXOJISAIICTO JOKYMEHTA,

) (rep0, 3MOiiemMa), HAUMEHOBAHHUS OpPTraHW3allMM, KOJ OpraHu3alluu, 1aTa
JTOKYMEHTAa, MECTO JUIsl TPOCTABJIECHUSI PETUCTPALIMOHHOTO HOMEpa IOKYMEHTa, MECTO
U3JIaHUS TOKYMEHTA, CChIJIKa HA HOMED U J]aTy BXOSIIETO TOKYMEHTA;

©)(repb, »MOnema), HAWMMEHOBAaHHS OpraHU3allid, HAUMCHOBAHUS BHJIA
JOKyMEHTa, JaTra JTOKYMEHTOB, KOJI (POPMBI JOKYMEHTa, MECTO ISl MPOCTABIICHUS
PErUCTPAIlMOHHOTO HOMEpa JOKYMEHTa, CIpaBOYHbIE JIaHHbIE 00 OpraHu3alluy,
CCBhUIKA Ha HOMEp U JIaTy BXOJSIIIETO JOKYMEHTA;

&)(rep0, smOiiema), HaMMEHOBAHUSI OpPTraHU3alllMM, CIPABOYHBIC JlaHHBIE 00
opranuzanuu, koj opranuzanuu OI'PH, MmecTo qyst mpocTtaBieHus: JaThl IOKYMEHTA,
MECTO JJIsSl POCTABJICHUS] PETUCTPALIMOHHOTO HOMEpa JOKYMEHTA, CChUIKAa Ha HOMED
U J1aTy BXOJIAIIETO JOKYMEHTa, MECTO JIsl 3ar0JIOBKa K TEKCTY.

11. K oprann3anmoHHbIM JOKYMEHTAM OTHOCSTCS:
®) TIPOTOKOI;
) yCTaB;

©®) HWHCTPYKLHS;
&) TIOCTaHOBJICHUE;
&) TIOJIOXKEHHUE.
12. K pekBHM3MTaM NPUKA3a OTHOCATCS:
®) ajapecar;
v) HaMMEHOBAaHHE OpraHU3alluu;
©®) HaMMEHOBaHUE BHUJA IOKYMEHTA,;
&) 3aroJIoBOK K TEKCTY, TEKCT;
&) rpud yTBEpKICHUS;
b)  MOAMUCH.
13. AKTEI cO31a10TCH:
®) KOJUIETHAJIBHO;
v) Ha OJaHKax;
©®) Ha COBEIIAHWH;
&) BBIIIECTOSIIIEH OpraHU3aluei.
14. HopmaTuBHBIH aKT, HM31aBaeMblil JUPEKTOPOM 00pa30BaTeJbLHOM
OPraHM3alHuu UM yYpPe:KIeHHus, ITO:
©) TpUKa3;
©) TIOJOXKEHUE,



©®) PpACHOPSIKEHUE;
&) pelIeHHE.

15. Bo Bpemsi npoM3BOACTBEHHOI0 COBCIIAHUSI Y JAMPEKTOPAa CEKpeTaphb
3alMCBhIBAT BBICTYIUICHUSI M NPUHATHE peumieHusi. Kakoll JOKyMeHT cJieqyer
0()OpMHUTH 10 UTOTaM 3aceaHus?

o) [IpoTokon;

©) peIlICHHUE;

©) pacropsiKeHue;

&)TIPOTOKOJI, pELIEHUE U PACTIOPSHKEHHUE;

&)I0 YCMOTPEHUIO HaYalbCTBA.

16. PexBu3uTaMu BHeLIHEN CIIPAaBKH SIBJISIETCS:

) IIeYaTh;

\©) TOJINKCH;

©)HAaMMEHOBAaHHE BHUJIA IOKYMEHTA,;

&)ajipecar;

&)HaNMEHOBaHNE OpraHU3aluu;

b) CChUIKA HA JJaTy PErMCTPallMOHHBII HOMEP.

17. ®akc oTiin4aeTcs OT NUCbMA M0 0(POPMJIICHHUIO TEM, YTO:

©) ABJIAETCS HE MOJJIMHHUKOM, a KOTIHEW TOKYMEHTA;

) COAEPKUT PSJ TOMOJHUTENbHBIX PEKBU3UTOB;

®)IeyaTaeTcs Ha Tenedakxce;

&)HE MOXKET OBbITh 3aBEPEH NEYATHIO.

18. BoigesnTe M3 KaKUX pPa3iesioB COCTOMT TEKCT NMPHKA3a MO0 OCHOBHOM
AeSITeJIbHOCTH:

©) KOHCTaTUPYIOIIUI U pacriopsIAUTENbHBIN;

\©) KOHCTAaTUPYIOIIHNI ¥ TOCTAHOBJISFOILIHIA;

©) KOHCTaTUPYIOIINI U Mpe Iaraoiuin;

&)OCHOBHOW U KOHCTaTUPYIOUIUH.

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

) 3asIBJICHHUE;

v) CiTy>KeOHOE TTUCHMO;

©) IOKJIaHas 3aIKcKa;

&) JOJIKHOCTHASI UHCTPYKIIMSL.

20. Pacnpegesure yKa3aHHble HHKE JOKYMEHTbI Ha 3 TIpynmbl:
a) OpraHM3anuoOHHbIE, 0) pacnopsiAMTEIbHbIE, B) HH(POPMAIlHOHHO-CIIPABOYHbBIE.

1. Pe3rome.

. JomkHOCTHAast MHCTPYKLIUS.

. PacniopsikeHue nqupekropa.

. CBoJKA.

. I[locTaHOBIIEHME KOJIETHH.

. MHCTpYyKIIKA 110 AETONPOU3BOJICTBY.
. CnpaBka ¢ MecTa pabOThI.

. [Ipuka3 o mpueme Ha paboTy.

. llItaTHOE pacnucanue.
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10. TpynoBoii 10roBop.

11. IlpurnanieHue Ha BHICTABKY.

12. PernameHT.

21. Komuccusi mo paccijieloBaHMI0 MOKapa, TMPOU30LIEAIero B
00pa3o0BaTEJIbHOM YUYPeKIeHUH, YCTAHOBIWIHN Psij GaKTOB, KOTOPbIE MOCTYKUIH
NPUYMHON Mmoxkapa. Kakoil JOKYMEHT J0JI2KHA COCTABUTHL KOMUCCHSA ?

0) AKT;

) CIPaBKYy;

©) IOKJIaJTHYIO 3aIHUCKY;

&)UHCTPYKITUIO O MMPOTUBOIOKAPHON 0€30MTaCHOCTH.

22.  JIokyMeHT, aJIpeCOBAHHBIH  PYKOBOJIMTEJIIO OpPraHu3aIuu,
coaepkamMi  00CTOATEIbLCTBEHHOEC M3JI0KEHHEe KAaKoro-jimdo Bompoca ¢
BbIBOIAMH U NPEIJIOKEHNUSIMH COCTABJICHHS, HA3bIBACTCH:

6) aKT;

\©) IpeACTaBIICHUE;

©) IOKJIaJHas 3aMK1CKa;

&)NIPeITI0KEHUE.

23. JaToi ciy>keOHOro muchbMa siBJISETCS AaTa:

©) COCTaBIICHUS,

©) OTTIPABJICHUS;

©) IO CAHMUS;

&) IOy YEHHUSI.

24. CnucoK NMPUCYTCTBYIOIIMX HA 3acedaHuu odopmiisieTcsi OTAEJIbHO H
NPUIATaeTcs K MPOTOKOJIY, €CJIH TAKOBBIX:

o) 0onee 15;

) 60o1ee 10;

®)0omee 25.

25. Odopmiienne o00JI0OKKH Jejia IS NOCAEAYHIIEro XpaHEHUs
omnpeessieTcs:

©) CTaHIAPTOM;

©) THCTPYKIHUEH MO JIETONPOU3BOJICTBRY;

©) paclopsiKEHUEM PYKOBOJIUTEIIS.

26. JxcnepTH3a EHHOCTH JOKYMEHTA NMPOXOIUT B Tramna:

©) YETBIPE;

©) TpH;

©)JBa.

27. HomeHnkatypa jaes (padouuii 3K3eMILISIP) MOMEIAIOT HA:

®) CTOJIE, TIO/I CTEKJIOM;

o) ABepIie mKkada ¢ JOKYMEHTAMU;

©)BHYTpPEHHEH CTOPOHE JIBEPIIbI mKada ¢ JOKYMEHTaMH.

28. Bce aucTBI JAesia NMPH MNOATOTOBKE HMX K IMepegade B AapXuB
HYMEPYIOTCSH:

©) YEpPHBIM TpaPUTHBIM KapaHAIIOM;

\©) YEpHBIMH YEPHUIIAMH;

©) KpPaCHBIM KapaHIaIIOM.




29. Bxoasimue J0KYMEHTbI PerHCTPUPYIOTCH:

©) ITOCJIE 03HAKOMIJIEHHSI C HUMH PYKOBOJUTEIIS;

\©) B IEPBOI IMOJIOBUHE JIHS MTOTYYEHUS;

©)J10 03HAKOMJIEHHSI C HUMH PYKOBOJMTEJIS.

30. Kaxxnasi oOpasoBare/ibHasi OpraHu3anusi 0013aHa UMeTh:

©) CBOJIHYIO HOMEHKJIATYPY;

©) MHIUBUAYaJIbHYI0 HOMEHKIIATYPY;

©) THTIOBYIO HOMEHKJIATYpYy.

31. 3a CKOJIBKO AHEH A0 MCIOJHEHHS NPOBOAAT NpeayNnpeauTe bHbII
KOHTPOJIb?

) 1B,

\©) OJTHH;

©) TPH.

32. PaznenuresiAMHU B CIPABOYHOM KAPTOTEKeE CJIYKAT:

©) Ha3BaHUS CTPYKTYPHBIX MOAPaA3ICICHUN;

\v) HATIPABJICHUSI IEITEIILHOCTHU TIPEIPUSATHS;

©)IHU HEJIeNIU, MecsIla.

33. Ha ucxoasimemM JOKyMEHTe PEKBU3UT «1aTa» CTABUTCH:

©) COCTaBUTEJIEM JOKYMEHTA;

©) IPU pEeTUCTPaLIUH;

©)II0CJIE MOAMUCAHUS PYKOBOIUTEIEM.

34. Ecqiu B feJie coaepKaTcs I0KYMEHTbI Pa3JIM4HON LEHHOCTH, TO CPOK
XpPaHeHHs YCTAHABJIMBAETCH:

) OOJIBIIIHIA;

\©) MEHBIIIH;

©) CPETHUM.

3amaHus I CAaMOCTOSATEIbHOI PadoThI

3aganme 1. OdopmMuTh BCE OTMETKH, KOTOPHIE CTaBAT Ha JIOKYMEHTE B
coorBerctBUM ¢ ['OCT P 7.0.97-2025. VYkaxute MECTOPACHOJOKEHUS OSTUX
PEKBHU3UTOB Ha OyaHke popmarta A4.

3amanue 2. 300pa3ute cxeMaTuuecku KiiacCU(UKAIUIO JOKYMEHTOB.

3apanme 3. Beimummure Ha guct (opmata A4 Bce npaBwia o(QOpMIIEHHS
TEKCTa JIOKYMEHTa: HMHTepBajibl, WPU(THI U T. A. B coorBerctBUUM ¢ ['OCT P
7.0.972025.

3ananme 4. CoctaBuTh U OGOPMHUTH AOKIAIHYIO 3alUCKy O HapyUIEHUHU
TPYJOBOM UCUHUIIUHBI paOOTHUKOM. Bce peKBU3UTHI U 37€MEHThI TeKCTa JOOABUTh
camocToaTenbHo. HamucaTh OOBSCHUTENBHYIO 3alMCKy OT HMEHH pabOTHUKA,
HapYUINUTEIS TPYAOBOM AUCIUIIIIUHBI.

3aganme 5. Hanucath 0TBETHOE MUCHMO-01aroapHOCTh Ha TO3/IpaBIICHUE.

2.2. OnleHOYHbBbIE CPEACTBA JJIS1 IPOMEKYTOYHOM aTTecTAMHU (32a4€T)

Bonpocs! 1151 npoBeAeHUs 3a4yeTa:
1. IToHsATHE «IOKYMEHT» U €ro (yHKILIHH.



2. Knaccudukarnus 10KyMEHTOB.

3. CyImHOCTh M OCHOBHOE HAa3HA4YCHHE JTOKYMEHTAIIMOHHOTO OO0eCreYeHUs
NEeATEeNbHOCTH TeIarora.

4. CucreMbl TOKYMEHTaLUH.

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

6. ®opmyJisip TOKyMEHTA.

7. CocTaB pEKBU3UTOB JOKYMEHTOB.

8. TpeboBaHus K 0OPOPMIIEHUIO PEKBU3UTOB IOKYMEHTOB.

9. TpeboBanus K O1aHKaM JOKYMEHTOB.

10. Cuctema 1oKyMEHTallMU B 00pa30BaTeIbHON OpraHU3al|H.

11. Opranuzanuonsbsie JoKyMeHThl cucteMbl OPJI. OOmias xapakTepucTuka u
Ha3HAaYeHHE JOKYMEHTOB.

12. Pacniopsiautenbhbie ToKyMeHThI cucteMbl OPJ]. OOmmias xapakTepuctuka u
Ha3HAY€HUE JOKYMEHTOB.

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

14. JlenoBoe NuCbMO KaKk OCHOBHOW BUJ IEPENTUCKHU.

15. bnanku na nucem. @opmylisip 1€I0BOTO MUCHMA.

16. OcobenHocT OPUIIMATBEHO-AEIOBOTO CTUISI COCTABIICHHS TEKCTA JCJIOBOTO
nMchbMma.

17. Bungsl CIIY’)KEOHBIX  TIHCEM, COCTAaBIIAIOIINE OCHOBY  [I€JIOBOM
KOPPECIOHACHITUH.

18. DnexkTpoHHas nepenucka. IIEKTPOHHBINA JOKYMEHT.

19. Opranuzanus JOKyMEHTOO00pOTa 00pa3z0BaTEIHHOM OpraHu3aIiu.

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

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

22. Topsinok 00pabOTKH UCXOAIINX JOKYMEHTOB.

23. [lopsiaok paboThl C BHYTPEHHUMH TIOKYMEHTaMHU.

24. Homenkiatypa Jel.

25. ®opMUpOBaHUE, odopmiieHHE, XpaHEHUE  JIe1 B TEKyUIEM
JEOMPOU3BOICTBE.

26. YHu(dukanus 10KyMEHTOB.

27. CranmapTusanusi JOKYMEHTOB.

28. Hymepartiust MHOTOCTPaHUYHOTO JOKYMEHTA.

29. UlpudTsl, Kernu u 1nossi, NpuMeHsieMbie TPU 0POPMIICHUHU TOKYMEHTOB.

30. Pestome, aBToOMorpadus, xapakTepucTHUKa: MOHATHE, HA3HAYEHUE, COCTAB
PEKBU3UTOB.

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

32. CnyxeOHasl 3alMCKa: MIOHATHE, HA3HAYCHHE, COCTaB PEKBU3HUTOB.

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

34. JloxnaaHas 3aMKCKa: MOHATHE, HA3HAYEHHE, COCTAB PEKBU3UTOB.

35. CnpaBka: MOHSITHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

36. AKT, IpOTOKOJI: TOHATUE, HA3HAYCHUE, COCTAB PEKBU3UTOB.



37. Ilpuka3s, pacriopspKeHHE: IOHATHE, HA3HAYEHHE, COCTAB PEKBU3UTOB.

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

39. VcraB, noyiokeHue: MOHATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

40. JomKHOCTHAsI MHCTPYKLMS: TIOHSTHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

41. UBCTpyKIMS 1O AEJNONPOU3BOACTBY: IIOHATHE, HA3HA4YEHUE, COCTAB
PEKBU3UTOB.

42. IIpaBuna: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

43. KOoJJIEeKTUBHBIN JOTOBOP: MOHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

44. OcoOeHHOCTH COCTABJIEHUS TEKCTA MPOTOKOJIA.

45. OcoOeHHOCTH COCTaBJIEHUS TEKCTA MPUKA3a.

46. PexBusuthbl repd, sMOeMa, TOBApHBIM 3HAK (3HAK OOCIIY>KWBaHUS), KO
(bOpMBI TOKYMEHTA.

47. PekBU3UT HAMMEHOBAHUE OpraHW3allMyd, HAWUMEHOBAHUE CTPYKTYPHOTO
N0JIpa3/IeJIeHUs, HAMMEHOBAHUE JOJDKHOCTH JIMLA.

48. PexBU3UT cripaBOYHBIC JJAHHBIE 00 OpraHU3aIIUH.

49. PexkBU3UT HAMMEHOBAHUE BUA JOKYMEHTA.

50. PexBu3uT naTa JOKyMEHTA.

51. PexBU3HT perucTpailiOHHbIN HOMEP JOKYMEHTA.

52. PEeKBU3NT CCBUIKA HA PETHCTPALMOHHBIM HOMEP M ATy MOCTYNMBLIETO
JOKYMEHTA.

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

54. PekBu3UT rpud orpaHUYEHHsI TOCTYyNA K JOKYMEHTY.

55. PekBusur azpecar.

56. PexkBu3ut rpud yTBep>KIeHUS JOKYMEHTA.

S’7. PEKBU3UT 3arojOBOK K TEKCTY.

58. PEKBU3UT TEKCT TOKYMEHTA.

59. PekBU3UT OTMETKA O MPUIIOKEHUU.

60. PexBu3ut rpud coriacoBaHus TOKyYMEHTA.

61. PexBu3ur Bu3a.

62. PEeKBU3UT MOJKUCH.

63. PekBU3HUT OTMETKA 00 3JIEKTPOHHOU MOAMKCH.

64. PekBU3UT mevaTk.

65. PekBU3UT OTMETKA 00 UCTIOTHUTEIIE.

66. PEekBU3NUT OTMETKA O 3aBEPEHUU KOIHH.

67. PEKBU3UT OTMETKA O MOCTYIUIEHUH TOKYMEHTA.

68. PexBU3UT pe3oronusi.

69. PekBU3UT OTMETKA O KOHTPOJIE.

70. PEKBU3UT OTMETKA O HAIIPaBJIEHUH IOKYMEHTA B JEJIO0.



