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1. TACITIOPT ®OHJJA ONEHOYHbIX CPEJACTB

1.1. O0JsacTh NpUMEHEHUS

@®onx oneHouyHbx cpeActB (POC) — HeoTbemsieMas dYacTh pabouei
MPOrpamMMbl TUCHUIUTUHBI «J{0KyMEHTOOOOPOT B OpraHU3alMu» U NPEeIHA3HAUYCH IS
KOHTPOJII W OLIEHKM OOpa30oBaTelIbHBIX JOCTHKEHUW CTYIEHTOB, OCBOMBIIMX
porpamMmy JTUCUUTLITUHBI.

1.2. Hean u 3ap1aun GoHIA OLIEHOYHBIX CPEICTB

[ear ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHSI MOJATOTOBKH O0YYarOIIErocs
tpeboBanusim GI'OC BO OakanaBpuar 1o HampaBieHWI0 ToarotoBku 45.03.02
JIMHTBUCTHKA, YTBEPKIACHHBIM IPUKa30M MUHHCTEPCTBA 00pa30BaHUS W HAYKH
Poccutickoit @enepanuu Ne 969 ot 12.08.2020 u IIpodeccuonanbHbIM CTaHIAPTOM,
yTBepkAeHHbIM [Ipukazom MwuHucTepcTBAa Tpyda MW COLUMAIBHOM  3aIlIUThI
Poccuiickoii ®enepaunu  «OO0 yTBEepXKIEeHUH MPO(PECCHOHAIBHOTO CTaHIapTa
«Ilegaror (memaroruueckasi JEATEIBHOCTh B c(epe JOIIKOJIBHOTO, HayaabHOTO
o0111ero, OCHOBHOIO 00IIIeT0, cpeaHero ooOiero o0pa3oBaHus) (BOCIUTATENb,
yuutenb)» oT 18 okts6pst 2013 roga Ne 5441 (¢ UBMEHEHUSIMU U JIOTIOJTHEHUSIMH ).

1.3. Ilepeyenb KommeTeHUHWil, (opMHpyeMBbIX B MpoLecce OCBOCHUA

OCHOBHOM 00pa30BaTe/IbHOI MPOrPAMMBI
I'Ipou,ecc OCBOEHNA AUCUUNJINHBbI HaNpaB/ieH Ha d)OpMMpOBaHMe cneagyrouwunx KOMI‘IETEHLI,MVI n
UHOWNKATOPOB UX A0CTUXKEHUA!

Kog mo ®1'0OC BO | NHauKaTop AOCTKeHUus

YHUBepcajbHbIe

VK-4. VYK-4.1.

Criocoben OCYIIECTBIISATh JIETIOBYIO | 3HaeT JTUTEPATYPHYIO hopmy
KOMMYHHKAIM}0 B YCTHOM M IHCBMEHHOW | TOCYAAPCTBEHHOIO $3bIKa, OCHOBBI YCTHOU H
dopmMax  Ha  TOCyJapCTBEHHOM  SI3bIKE | IMCbMEHHON KOMMYHHKALlUUd HA MHOCTPAHHOM
Poccuiickoii ®@enepauuu 1 MHOCTPAaHHOM(BIX) | sI3bIKe, (YHKIMOHAJIbHBIE CTWIM POIHOTO
sI3bIKe(axX) SI3bIKA, TPEOOBAHUS K JIEJIOBON KOMMYHUKAIIHH.

1.4. Dransl ¢GopmMupoBaHHMS KOMIIETEHUMH M CpPeACTBA OLCHUBAHMS
YPOBHS X ¢)OPMUPOBAHHOCTH

N KoHTpo/IbHO-0LIeHOYHBIE

Jrtansl popmupoBanus komnereHuuii | Komnerenuun

cpeacTBa / cnocod OneHnBAHUSA
Tema 1. Teoperuko-npaBoBeie u | YK-4 BricTyriieHne Ha NpPakTUYECKUX
HOpMaTUBHBIE OCHOBBI 3aHATHUAX, YCTHBIN ONPOC
JIOKYMEHTallMOHHOI O obecrieyeHus
yIpaBJIeHUs
Tema 2. Crangaptuzauus npounecca | YK-4 BeicTymuieHre Ha NIPAKTUYECKUX
JIOKYMEHTHPOBAHHUS 3aHATHUSAX, YCTHBIN OMpoC
Tema 3. Cucrema opranusanuosnHo- | YK-4 BeIcTymuieHMe Ha IPAKTUYECKUX
pacnopsAMTEIbHON JOKYMEHTAUU 3aHATHUSAX, YCTHBIN OMpoc
Tema 4. JlenoBoe nucbmMo kak ocHoBHOU | YK-4 BeicTyIuieHHMe Ha IPAKTUYECKUX
BU/JI MIEPEITUCKU 3aHATHUSAX, YCTHBIN OMpocC
Tema 5. Opranunzanus | YK-4 BeicTyIuieHMe Ha IPAKTUYECKHUX
JIOKYMEHTO0000pOoTa  00pa3oBaTeIbHON 3aHATHUSX, YCTHBIM OIPOC




OpraHu3anmn

Texymas arrecranus YK-4 Kontponbnas pabota

IIpome:kyToyHast aTTecTanus YK-4 3auer

1.5. OnucaHue noKasatenen GopmmpoBaHNA KOMMETEHLUMMN

Kop KoMneTeHIun Pe3yibTaThl ChOPMHPOBAHHOCTH

YK-4 3HaeT: MmpaBuja U 3aKOHOMEPHOCTH JIMYHOM W JI€JIOBOM YCTHOU H
MUCbMEHHOW  KOMMYHHKAIIUM, COBPEMCHHBIC  KOMMYHUKATHUBHBIC
TEXHOJOTMM Ha PYCCKOM M HWHOCTPAaHHOM SI3bIKaX, CYIIECTBYIOIIHE
npodeccuoHaIbHbIE cooOmiecTBa Uit npodecCuOHaTHLHOTO
B3aMMO/ICICTBUS;

YMeeT: NpUMEHSATh HAa TMPAKTUKE KOMMYHUKATHBHBIE TEXHOJIOTHH,
METOJIbI U CHOCOOBI JETIOBOr0 OOUICHHS [UIs aKaJeMHUYECKOTro H
po(heCcCHOHATTLHOTO B3aUMOICHCTBUS;

Brnazgeer: MeTOAMKON MEXIMYHOCTHOTO J€JIOBOTO OOIICHUS HA PYCCKOM
U WHOCTPAHHOM S3bIKaxX, C TNPUMEHEHHEM MpOo(hecCHOHAIBHBIX
S3BIKOBBIX  (OPM, CPEACTB U COBPEMEHHBIX KOMMYHHUKATHBHBIX
TEXHOJIOTH.

1.6. KpI/ITepI/lI/I OLICHUBAHUS KoMNeTeHLUNIN Ha pa3HbIx 3Tanax nx GopmmpoBaHmA

Ko/muectBo
Buj yue6Hoi1 padoThI 0a/10B
(0102 ]0)
BrImosiHeHWe U 3ali[iTa MpakTHYeckux paboT 40
KonTponbHas paboTa 15
KoHTponb caMocTosiTeTbHOM paboThI 20
YcTHbIl 3aueT 25
Bcero 100

HakxonurtejabHasi CHCTEMA OLl€HuBaHuA no 100-6an1bHOM WKane

Yerbipex0a/LibHasA Cucrema
100-6annpHan | BykBeHHas mkasna, coorBercrByromas 100-
cucTeMa OLleHUBaHMA . OLleHMBaHUA
IIKana 0a/UTbHOH IKaste
3K3aMeHa 3ayera
OTnnuHO 90-100 A — OT/IMUHO — TEOpeTUUYEeCKOe COZlep KaHue 3auTeHo

Kypca 0CBOEHO T0/THOCThI0, 6e3 TIpo0Oesios;
HEeo6XO0qUMbIe TIPAKTUUECKHE HABBIKA PabOThI
C OCBOEHHBIM MaTepHanToM CHOPMUPOBAHEI;
BCe IPeyCMOTPEHHbIE TIPOrPaMMOii
00yueHus yueOHbIe 3a/IaHKsI BBITO/IHEHbI,
KaueCTBO UX BBINIO/JIHEHUs OL|eHEHO UHC/IOM
6a/10B, 6/IM3KUM K MAKCUMa/TbHOMY

Xopo1io 83-89 B — oueHb XOpPOLIO — TeOpeTHUYeCcKoe
Co/iep>KaHue Kypca OCBOEHO TOJTHOCThIO, 6e3
11po6esioB; HeoOXOAUMBIe MTPAKTUUECKUE
HaBBIKK pabOThI C OCBOEHHBIM MAaTepHa/ioM B
OCHOBHOM C()OPMHPOBAHBI; BCE
TpeIyCMOTPEeHHbIE TIPOrPaMMO¥ 00yUeHH st
yuebHbIe 33/[aHKs BBITOJIHEHbI, KAUeCTBO
BBINOJIHEHHUS OOJIBIIMHCTBA U3 HUX OLIEHEHO
yKiCI0M 0as10B, 6/IM3KUM K MAKCUMa/TbHOMY

Xoporo 75-82 C — X0pO11I0 — TeOpeTUUeCKOe COoZleprKaHre
KypcCa OCBOEHO I10JIHOCTbI0; HEKOTOpPbIe
MpaKTHYeCKre HaBBIKK pab0Thbl C 0CBOEHHBIM
MaTepHuasioM c(OPMUPOBaHbI HEJJOCTaTOUHO;
BCe TIpelyCMOTpPeHHbIe TIPorpaMmoi
00yueHust yueOHbIe 33/laHNsl BBITIOJTHEHBI,




KaueCTBO BBITO/THEHHUSI HY OJHOI0 M3 HUX He
OL[eHEHO MHUHUMAa/IbHBIM UYKC/IOM 6asiioB,
HEKOTOpbIe BU/[bI 3a/JaHUIi BBITIOIHEHBI C
ommbKaMu

Y lOB/I€TBOPUTEJILHO

63-74

D — y[I0BNeTBOPUTENIEHO — TEOPeTHUEeCKOe
cofiep>KaHye Kypca OCBOEHO YaCTUYHO, HO
npo0OeJibl He HOCAT CyIeCTBEHHOTO
XapakTepa; HeoOX0JUMbIe MPaKTUUECKHe
HaBbIKU pabOThI C 0CBOEHHBIM MaTEPHaioM B
OCHOBHOM C()OPMHPOBaHbI; OOMBIINHCTBO
npe/lyCMOTPEHHBIX IIporpaMMoii 00yJyeHus
yueOHBIX 3a/laHHH BBINIOJIHEHO, HEKOTOPbIE U3
BBITIOTHEHHBIX 33aHUH COZepyKaT OUMOKU

Y OB/IeTBOPUTE/IBHO

50-62

E — mocpeiCTBEHHO — TeOPeTUYECKOe
Cofiep>KaHue Kypca OCBOEHO YaCTHUYHO;
HEKOTOpbIe NPAKTHUECKHE HaBbIKK PabOThI He
copMHpOBaHbl, MHOTHE TIPeAyCMOTPEHHbIE
yueOHOM nporpaMmoii 06yueHusi yueOHbIe
3a/jaHYs1 He BBIMOJIHEHbI MO0 Ka4ecTBO
BBITIOJIHEHHBIX HEKOTOPBIX U3 HUX OLIEHEHO
yKrC/I0M 0a/1oB, 6/1M3KUM K MUHUMAJTbHOMY

HeypoBnetBopurensHO

21-49

FX — Hey/l0B/1eTBOPUTEJ/ILHO — TeOPeTUUeCKoe
Cofiep>KaHre Kypca OCBOEHO YaCTHYHO;
HeoOXo/IMMbIe TTPAaKTHUeCKKe HaBbIKA PabOoThI
C OCBOEHHBIM MaTepHuanoM He
copmMrpoBaHbl; 6OJIBIIMHCTBO
TIpeZlyCMOTPEHHbBIX YUeOHOM porpaMMoi
06yueHust yueOHbBIX 3a/IaHUI HE BBITIOTHEHO
b0 KauecTBO UX BBITIOJHEHHS OLleHEHO
yncsioM 6asioB, 6;IM3KUM K MUHUMAaTbHOMY;
TIpY /IOTIOJTHATE/TBHO CaMOCTOSITETEHOM
paboTe Haj, MaTepuaaoM Kypca BO3MOXHO
TIOBBILLIEHHe KaueCTBa BbIIIO/IHEHHUs] yueOHbIX
3a/laHuM

HeyposnetsopuresisHO

0-20

F — Hey/[0B/IeTBOPUTEILHO — TEOPETHUECKOE
cofiep)kaHue Kypca He OCBOEHO;
HeoOX0J¥Mble TIPAaKTHUeCKHe HABBIKK PabOThI
He C()OpPMUPOBAaHLI; BCE BHIMOTHEHHBIE
yuebHbIe 33/laHKs COJIEpPXKAT rPyOble OIHUOKY;
JOTIOHUTE IbHAS] CAMOCTOsITe/IbHAs paboTa
HaJl MaTepHaioM Kypca He MpUBeJeT K
KakoMy-JI00 3HAYMMOMY IOBBILLIEHUO
KauecTBa BBITIO/IHEHHs yueOHBIX 3aaHuit

He 3auteHo

2. KOHTPOJIBHO-OHEHOYHBIE CPE/CTBA

2.1. OueHouYHBbIE CPEACTBA TEKYIIEr0 KOHTPOJIsl (TUIIOBBIE)

2. Packpoiite nousarue «JAOVY». HazoBure npodeccruonasbHbie TEPMHUHBI U

BonpocsI 1151 yCTHOT0 onpoca:
1. JlaiiTe onpeneycHUE MOHATHS «IOKYMEHT.

OIpeieTICHUs B 00JIaCTH JI€TIONPOU3BO/ICTBA.
3. Hazosure u packpoiite pyHKINN JOKYMEHTOB.

4. Kakue OoCHOBHBIE 3aKOHBI B 00JACTH OpTaHU3AIMH JEIOTPOU3BOJICTBA BBI
sHaere? HazoBuTe comepkaHme TMmakeTa OO0S3aTENbHBIX 3aKOHOMATENBHBIX U

HOPMATHUBHBIX JOKYMEHTOB B oOsactu JIOVY.




5. HazoButre mpaBwia  yTBEpXKICHHUS  JOKYMEHTOB. TpeOoBaHus W
o opMIICHHE.

6. Kakue peKBU3UTHI SBIAIOTCS «HOPHAWYECKH 3HAUMMbIMKU»? IlpaBuna ux
oopmieHus. YTo BKIIOYAET B c€0s OHATHE «IIPaBOBasi OXpaHa JOKYMEHTOB»?

7. IlpuBeaute npuMepsl TOKYMEHTOB, KOTOPBIE MTOUIEKAT YTBEP/KICHHUIO U Ha
KOTOPBIX CTaBUTCS nedatb. Kak oQpopMIiIstoTcs nepeyHu Takux JT0KYMEHTOB?

8. HazoBure 3aKOH, B COOTBETCTBHUM C KOTOPBIM O(DOPMIISIOT PEKBU3UTHI
nokymeHToB cucteMbl OP/I. /lata BBeIeHHE U UTO OH ycTaHaBiuBaeT. HazoBure Bce
PEKBU3UTHI.

9. HazoBute pexBu3UTHI 00mIero OnaHka W OnaHka I nuchMma. [IpaBuiia
opopmiterusi. Kakue Buapl OjaHkoB BbI 3HaeTe? B dem ocoOeHHOCTh OiiaHKa
JOJDKHOCTHOTO JIuia’?

10. CornacoBanuie u Bu3upoBaHue. Ha3oBuTe BUABI U CPOKU COTJIACOBAHUSA, U
BU3UPOBAHUE IOKYMEHTOB.

11. Pacckaxkxute 0 medarsx W IITamMmnax HNpeaupusaTHd u opranusanui. Ha
KaKuX JOKyMeHTax craBsTcsi mnedarb? Kakue TpeOoBaHUS NPEABABISIIOT K
UCII0JIb30BaHUIO repOoBoi nevaru?

12. PackpoiiTe conmepkaHue TOHATHS «yIlpaBiieHUe». HazoBure cucTemsl
JOKYMEHTOB yrpaBiieHus. Packpoiite nonarue «OPJ». Kakue rpynmbel 1 BuIsl
JIOKyMEHTOB BxoAsT B OP/]?

13. Pacckaxkxute 00 OCOOEHHOCTSIX 3JIEKTPOHHOTO JOKYMEHTA, 3JIECKTPOHHOU
MEPENUCKU U TPeOOBAHUSX, IPEIBABIIEMbIX K HEH.

14. B yuem ocobenHoctn Oyianka s nuchbMma? HazoBute pekBU3WTHI OJIaHKa
JUIS IIChMa M PEKBU3UTHI CIIyKEOHOTO MHUCHhMA.

15. YUto persiaMeHTUPYET TUIIOBAasi HHCTPYKIUA IO Je0onpon3BocTBy? JlaliTe
XapaKTEPUCTUKY OPraHU3allMOHHBIM JOKYMEHTaM U HA30BUTE UX BUJIBI.

16. HazoBute BHABI HMH(DPOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JalTe
XapaKTEPUCTHUKY KaXKA0My BUAy. [IpuBeuTe n3BECTHBIE BAM BU/bI PETUCTPALIAH.

17. JaliTe  XapakTepUCTHKYy YYPEAUTEIbHBIM JOKYMEHTaM M  YCTaBy
npeanpusatud. Kakue Buabpl ycTaBoB Bbl 3HaeTE?

18. Jlaiite  xapakTepucTuky JOKyMeHTy «llomoxkeHue» ©W  HA30BUTE
CTPYKTYpPHBIE€ YACTH TEKCTA JOKYMEHTA U €r0 COJICPHKAHUS.

19. [Jaiite xapakTepucTuky qokyMeHTy « HCTpykuus». [IpuBeaure npumepsl.
JlomKHOCTHAsI HTHCTPYKIIMS, CTPYKTypa Tekcta. Odopmienue. O3HakOMIIEHUE.

20. [lIratHoe  pacniucanue OcCOOEHHOCTH  COCTaBleHUsA, O(OpMIICHHUS.
TpebGoBaHue K UCTIOIB30BAHUIO YHUPHUITUPOBAHHBIX (POPM.

21. IlpaBuna BHyTpEHHEr0 TPyA0BOTO pacnopsaka u [lonoxeHue o nepcoHare.

22. JlaiiTe XapaKTepUCTUKY PACHOPSIAUTEIbHBIM TOKYMEHTAM.

23. Ha3oBuTe BUABI pacOpPSAIUTENbHBIX JOKYMEHTOB U OCOOCHHOCTH KaX/I0TO.
Ha3oBuTe  CTpyKTypHBIE 4YacTM TEKCTa  PpAaCIOPSAAUTEIBHBIX  JTOKYMEHTOB,
odopmiieHrE TTpeaMOyJibl U PACIIOPSIAUTENHHON YaCTH.

24. B yem ocoOeHHOCTH ciykeOHbIX nucemM? HaszoBuTe BHABI CITy:KEOHBIX
nuceM. Kakue TpeOoBaHuUs MPEABSBISIIOTCS K TEKCTY CIY>KEOHBIX uceM?

25. HazoBute mnpaBwia oGOpMIIEHHUS  PEKBU3UTA  «ajpecar». Bumuel
aZpecOBaHUS.



26. UTo BXOJIUT B MOHSTUE «IIPOBEACHUE IKCIEPTU3BI IEHHOCTU JOKYMEHTa»?

27. PackpoiiTe TOHATHUA «IOKYMEHTOOOOPOT», «IOKYMEHTONMOTOKM». JlaiTe
XapaKTEPUCTUKY KaXKJIOMY BHJY JTOKYMEHTOIOTOKA, YKaXUTE€ HX OCOOEHHOCTH.
Kakum oOpazom omnpeaensiercs TOKyMEHTOO00pOT MPEAPUsATUS?

28. Homenkmnarypa nein. 3sauenue. CocraBnenue. Buibsl HOMEHKIATypBI.

29. IloarotoBka JOKYMEHTOB K CJade B BEJOMCTBEHHBIM apxuB. (Cnada
JOKYMEHTOB B apxuB opraHu3auuud. Onucu JOKYMEHTOB, HaxOHSIIMXCS B JEJ€.
dopmMa u cojiepkaHue aKkTa 00 YHUUTOKEHUH JTOKYMEHTOB U Jell.

30. Kakre qoKkyMeHThI He nojiexar peructpauun? Kak u 3auem BeaeTcs yuer
TaKuX NOCTYILICHU?

31. Pacckaxkure 0 BUJAx BXOMSIIMX, UCXOASIINX BHYTPEHHUX JOKYMEHTAX.
HoxymenToB. IlpuBenutre Gopmbl KypHalbHOW peructparuu. Pacckaxure o
peructpanuu ¢ nomombo PKK 1 aBTomMaTH3npoBaHHOM.

32. Yro BKiIrO4aeT B ceOs MOHATHE «(POPMUPOBAHUS» U «OPOPMIICHUS» JEi?
HazoBuTe npusHaku oopMIIeHHs 00I0XKKH J1e.

33. Cpoku XpaHEHUsI JOKYMEHTOB B 3aBUCHUMOCTH MX 3HauumocTu. HazoBute
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OINPEAEIISIOT CPOKH XPAHEHHUS.

34. Yro BKJIOYaeT B ceOs MOHATHE «IOATOTOBKA JOKYMEHTOB K apXHWBHOMY
xpa"HeHuo»? OyHKIUHU, 3a1a41 U OTBETCTBEHHOCTh JK.

TecThl 111 NpOBeIeHNSI KOHTPOJILHOM PA0OThI:

1. IlpaBwibHasA MOC/E€I0BATEIHLHOCTh HANMCAHUSA JIJIE€MEHTOB MOYTOBOIO
ajpeca HA MOYTOBBIX OTHPABJIEHUSAX:

a) MOYTOBBIN MHJIEKC;

0) HaMMEHOBaHHE ajpecaTa;

B) HOMEP KBAPTUPHI;

') HA3BaHUE HACEJICHHOTO MYHKTA;

1) Ha3BaHUE 00JIaCTH, Kpasi, peciyOIuKY;

€) CTpaHa;

) HOMEp JI0Ma;

3) Ha3BaHUE YJIMIIBL.

2. YHupuuupoBaHHAsA CHCTEMA JOKYMEHTAIUU — 3TO:

a) cucTeMa JIOKYMEHTAalluM, CO3/IaHHasi IO €UHBIM IpaBUIaM U TPEOOBaHUSM,
cozieprkaiias nHpopMaIo, HeOOXOUMYIO JIJIsl YIIpaBJIeHUsl B ONpeiesieHHOM chepe
NeSITebHOCTH;

0) yaudunupoBanubie  (QOpPMBI  TOKYMEHTOB, CHCTEMAaTU3UPOBAHHBIE TIO
GyHKIUSIM yIIpaBiICHUS;

B) COBOKYITHOCTh JJOKyMEHTOB, YCTAHOBJICHHBIX B COOTBETCTBUU C PEIIACMBIMH
JIOKyMEHTaMU;

I') COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHasi €IMHOOOpa3HbBIMU TpaBUIIAMU
o opmIIeHUS.



3. Bo3MO:KHOCTH HCHOJIb30BaHUS (PaKCMMUJIE KAK COOCTBEHHOM MOANMCH
perjaiaMeHTHPYeTCH:

a) rpaXxJaHCKUM KoJeKkcoMm PD;

0) mpaBUJIaMU JEJIONPOU3BOACTBA B (hellepaIbHBIX OpraHax HCIOIHUTEIbHON
BJIACTH;

B) 'OCT P 7.0.97-2025.

4. Kakomy Buay 0JJAaHKOB COOTBETCTBYET JIaHHBI HA00pP PEKBU3UTOB?

a) l'ocymapctBennbii  rep6  Poccuiickoit  ®enepanun, 1epd cyObekTa
Poccuiickoit  ®denepanuu, -sSMOigeMa oOpraHu3allud, TOBAapHBIM 3HAaK (3HaK
oOCITy>KHBaHMs), 1aTa, HOMEP, MECTO COCTaBJICHUS WM U3IaHMUS;

0) O;1aHK TUCHMA;

B) oOmIMii OJIaHK;

r) OJJaHK KOHKPETHOTO BHJIa JOKYMEHTA.

5. Ilopsinok HAMKUCAHKS MIOYTOBOI0 A/Ipeca YCTAHOBJICH:

a) B [IpaBmiax aemompous3BojAcTBa B (heepaIbHBIX OpraHax HUCIOTHUTEIBHON
BJIACTH;

0)B I'OCT P 7.0.97-2025;

B) B [IpaBmiax okazaHus yciayr HOYTOBOM CBSI3H.

6. PekBM3UT «BH32» MOKeT BKJIIOYATh:

a) I0JDKHOCTh  BU3UPYIOIIEr0, €ro MOJANKCh, paciiMdpoBKY (MHUIMANBI U
dbammus) u 1ary;

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

B) I0JKHOCTbh, OJIHKCH AaTy;

T') I0JDKHOCTB, MOANUCH, pacmudpoky noamnucu (P. 1. O.).

7. 'epOoBasi me4yaThb MPOCTABJISAETCSH HA MACBMAX:

a) peKJIaMHbIX;

0) HAMOMUHAHHUSIX

B) IPUTJIALLECHUSAX;

I') FrapaHTUIHBIX;

1) THPOPMALIMOHHBIX.

8. Teker [OKYMEHTOB COCTABJSAKT HA TOCYIapCTBEHHOM fI3bIKe
Poccuiickoii ®enepanmu WJIM Ha TOCYAapPCTBEHHBIX H3bIKAX CY0OBEKTOB
Poccuiickoit @exepauyu B COOTBETCTBHH C:

a) MpaBUjia JIETOMPOU3BOJICTBA B (heepalIbHBIX OpraHax HMCIOIHUTEIbHON
BJIACTH;

0) 3akoHomarenscTBOM Poccuiickoit @enepanuu u cyobekToB Poccuiickoi
denepanuu;

B) 'CHOY;

I') TAOBOM MHCTPYKIIMEH MO J1eTOMPOU3BO/ICTBY.

9. Heabio cTAaHAAPTU3ALMH JOKYMEHTOB SIBJISETCH:

a) IOPUJIMYECKOE 3aKPEIIECHUE PE3YJIbTATOB YHU(UKAIIMN TOKYMEHTOB;

0) pa3paboTka HOMEHKJIATYPY JEJI;

B) CUCTEMAaTHU3allUsl TOKYMEHTOB B OpTaHU3aIINH;

r) oOecreyeHre COXpaHHOCTU JOKYMEHTOB;

1) 3alUTa KOHPUISHIIMATBHOCTH HH()OPMAIIUH.



10. ¥YkaxkuTe BaApHAHT OTBETOB, B KOTOPOM MNPABWJIbHO Ha3BaHbI
PEKBU3UTHI OJIAHKA MUCHbMA:

a) (repb, »5MOnemMa), KOJ OpraHu3aly, HAUMEHOBAHUS OpraHu3alluH,
CIpaBOYHBIC JaHHBIC 00 OpraHu3amu, KOa (OPMBI JOKYMEHTAa, MECTO IS
MPOCTABIICHUS JaThl JOKYMEHTAa, MECTO JUIsi TPOCTaBJICHUS PETHUCTPAIMOHHOTO
HOMEpA IOKyMEHTA, CChIJIKa Ha HOMED U JaTy BXOJSIIETO TOKYMEHTA;

0) (repb6, HMOieMa), HaMMEHOBAHUSI OpraHU3allMu, KOJ| OpraHu3aIvu, JgaTa
JIOKyMEHTa, MECTO JIJIsl POCTABJICHHSI PETUCTPAIIMIOHHOTO0 HOMEpa JOKYMEHTa, MECTO
U3JIaHUS TOKYMEHTA, CChIJIKa Ha HOMED U JJaTy BXOASIIETO JOKYMEHTA;

B) (rep0b, »MOiemMa), HAMMEHOBAHHWS OpraHuU3alliyd, HAWMCHOBAHUS BHJIA
JIOKyMEHTa, JaTra JIOKYMEHTOB, KOJ (DOpMBbI JTOKYMEHTa, MECTO ISl TPOCTaBICHUS
PETHCTPAIIMOHHOTO HOMEpa JIOKYMEHTa, CIpPaBOYHBIE JaHHBIE 00 OpraHu3aIlud,
CCBIJIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA;

r) (rep0, SMOiema), HAaMMEHOBAHUS OPTAaHMU3AIMHU, CIPABOYHBIC JaHHBIE 00
opranuzanuu, koA opranuzanuu OI'PH, mecTo ayist mpocTaBiaeHus JaThl JOKYMEHTA,
MECTO JJIsl IPOCTABJICHHUS PETUCTPAIIMOHHOTO HOMEpa JTOKYMEHTa, CChIJIKa HAa HOMEp
U ATy BXOJSIIETO TOKYMEHTA, MECTO JIsl 3aT0JIOBKA K TEKCTY.

11. K opranusanmoHHbIM JOKYMEHTAM OTHOCHTCH:
a) TPOTOKOJI,
0) ycras;

B) HHCTPYKIIMS;
I) TIOCTaHOBJICHUE;
1) TOJOXKCHHE.
12. K pexBH3MTaM NPUKA32 OTHOCATCSH:
a) ajapecar;
0) HaMMEHOBaHUE OpPTaHU3AIINN;
B) HaWMEHOBAaHHE BUJA JOKYMEHTA;
I) 3arojloBOK K TEKCTY, TEKCT;
1) Tpud yTBEpKICHHUS,
€) TOAIMUCE.
13. AKTBI cO312K0TCH:
a)  KOJUIETHMAJIbHO;
0) Ha OmaHKax;
B) Ha COBEIAHUU;
I)  BBIIIECTOAIICH OpraHu3alyen.
14. HopmaTuBHBI aKT, HM31aBaeMblii JIHPEKTOPOM 00pa30BaTeIbHOI
OPraHM3alui UJIH YYpPesKIeHUus, 3TO:
a) IpUKasz;
0) TOJOXeHHUeE;
B) PAaCHOpPSIKEHUE;
I) pELICHHUE.

15. Bo Bpemsi NpoM3BOJACTBEHHOI'0 COBCLIAHUA Y AMPEKTOpPa CeKpeTapb
3anucbiBaj BBICTYIUIEHHSI M NpUHATHe pemenus. Kakoil nokymeHT ciexyer
0(pOpPMHUTH 0 UTOTAM 3aCeJAHUA?

a) [Iporokor;



0) pemenue;
B) PacCOPSKEHHUE;
I') IPOTOKOJI, PEIICHNE U PACTIOPSKEHUE;
1) 10 YCMOTPEHHUIO HAYaJIbCTBA.
16. PekBU3UTAMHU BHELIHEH CIIPABKH SIBJISIETCS:
a) TIeYaTh;
0) MOTKUCH;
B) HAMMEHOBAHKE BU/A IOKYMEHTA;
I') ajpecar;
1) HAMMEHOBaHUE OPTraHU3alINH;
€) CChLJIKA Ha JIaTy PEruCcTPAIllMOHHBIN HOMED.
17. ®@akc oTam4yaercst OT MUCbMa M0 0GOPMJIEHHIO TEM, YTO:
a) ABJIETCS HE NMOJUIMHHUKOM, a KOIIHEW TOKYMEHTA;
0) COIEPKUT PSIIT AOTIOJIHUTENBHBIX PEKBU3HUTOB;
B) meyaTaeTcs Ha Tenedakce;
') HE MOXKET OBITh 3aBEPEH MEYATHIO.
18. Beizeaure U3 KaKUX Pa3fe/iOB COCTOMT TEKCT MPHKA3a M0 OCHOBHOM
AeATeJbHOCTH:
a) KOHCTaTUPYIOUIUI U pacriopsIAUTENbHbIN;
0) KOHCTaTUPYIOIIUI U MOCTAHOBJISIOLINA;
B) KOHCTAaTUPYIOUTUH U Mpe/jiararolimii;
I') OCHOBHOM M KOHCTATUPYIOIIHM.
19. Bbigeante, B KaKOM H3 BH/JI0B JOKYMEHTOB He MPOCTABJISITCHA
PEKBU3UT HAUMEHOBAHMS BU/Ia JOKYMEHTA.
a) 3asBJICHUE;
0) cy>xe0HOE MHCHMO;
B) JIOKJIa/IHAS 3aIHCKa;
T') IOJKHOCTHASI MHCTPYKIIHS.
20. Pacnpegeaure YyKasaHHble HHKE [JOKYMEHTbI Ha 3 TIpynnbl:
a) opraHu3aluoOHHbIe, 0) pacnopsiANTEIbHbIC, B) HH(POPMAaILlHOHHO-CIIPABOYHbBIE.
1. Pe3rome.
. JJomKkHOCTHAs MHCTPYKIHUS.
. Pacnopsixkenue qupekropa.
. CBojika.
. [locTaHOBIIEHME KOJUIETHUH.
. MHCTpYKIMS 110 NEN0NPOU3BOACTBY.
. CnipaBka ¢ mecTa padoTHhl.
. [Ipukaz o nmpueme Ha padoTy.
. llITaTHOE pacniucanue.
10. TpynoBoii 10roBop.
11. [Ipurnamenue Ha BBICTABKY.
12. Pernamenr.
21. Komuccuss mo pacciielOBaHMIO M0Kapa, MNPOU3OLIeaIIero B
00pa30BaTeJIbHOM YUYPEKACHNUH, YCTAHOBHJIN PAX (PAKTOB, KOTOPbIE MOCTYKUJIU
NpUYMHON nmoxapa. Kakoil 1OKyMeHT J0J/I2KHA COCTABUTH KOMUCCHUA?
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a) AKT;

0) cripaBKy;

B) IOKJIAJHYIO 3aIUCKY;

I') HHCTPYKLIHMIO O TPOTUBOIOXAPHOU O€3011aCHOCTH.

22.  JIOKyMeHT, aJpeCOBAHHBII  PYKOBOJAUTEJI0  OPraHU3alMH,
COep:KAIIMIA  00CTOATE/ILCTBEHHOE W3JIOKEHHE KAaKOro-jiubo Bompoca ¢
BbIBO/IaMH U NMPeEIJI0KEHUSIMU COCTABJIEHUSN, HA3BIBAETCSI:

a) aKT;

0) mpeIcTaBJICHUE;

B) JIOKJIaJHAs 3aIliCKa;

I') OpeaJIoKEHUE.

23. JlaToii ciy>keOHOro muchbMa ABJISETCS AaTa:

a) COCTaBJICHUS,

0) oTIpaBIICHNUS,

B) IO CAHUS,

T') NOJYYEHUS.

24. CnucoKk NMPUCYTCTBYIOIIMX HA 3acedaHuu odopmiisercsi OTAEJbHO U
NPUJIATaeTCsl K NPOTOKOJIY, €CJIM TAKOBbIX:

a) 6omee 15;

0) 6omee 10;

B) 6osee 25.

25. Odopmiienue 00J0KKH Jejia Js1  NOCJEAYIOUero XpaHeHUs
onpeeasieTcs:

a) CTAaHAAPTOM;

0) MHCTpYKLMEHN MO AeTONPOU3BOICTRY;

B) pacOPSKEHUEM PYKOBOAUTES.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA NMPOXOIUT B JTramna:

a) 4eThIpe;

0) Tpu;

B) JIBa.

27. HomeHnkatypa e (padoumnii 3K3eMILIAP) MOMENIAK0T Ha:

a) CTOJIE, MO/ CTEKJIOM;

0) nBepiie mkada ¢ TOKyMEHTaMU;

B) BHYTPEHHEH CTOPOHE ABEPIIbI Kada ¢ JOKYMEHTaMH.

28. Bce aucThI Aesia NpPH MOATOTOBKE HMX K Mepexradye B apXuB
HYMEPYIOTCH:

a) YepHBIM TpaPUTHBIM KapaH IAIIoOM;

0) YepHBIMU YEPHUIIAMU;

B) KPAaCHBIM KapaHJIallIOM.

29. Bxoasimue JOKYMEHTbI PeruCTPUPYIOTCH:

a) MOCJie 03HAKOMJIEHHSI C HUMH PYKOBOJMTEIIS;

0) B mepBOM MOJIOBUHE AHS TOJTyYEHHUS;

B) /10 O3HAKOMJIEHUS] C HUMHU PYKOBOIUTEIS.

30. Kaxxnasi o0pa3oBaTe/ibHAsi OpraHu3anus 00si3aHa UMeTh:

a) CBOJJHYI0 HOMEHKJIATypy;




0) MHAMBUIYAIbHYIO HOMEHKIATYPY;

B) TUIIOBYO HOMEHKJIATYpY.

31. 3a CcKOJIBbKO [Hel /10 HCHOJHEHUs] NMPOBOAAT MpeaylpeanuTeabHbIH
KOHTPOJIb?

a) 1Ba;

0) ouH;

B) TpH.

32. PaznetuTesIAMHU B CIIPABOYHOM KAPTOTEKE CIIY/KAT:

a) Ha3BaHUS CTPYKTYPHBIX MTO/Ipa3/IeIICHU;

0) HanpaBJIEHUS AEATEIbHOCTU NPEIIPUITHS;

B) JHU HEJNIEJIHU, MecAIla.

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

a) COCTaBUTEJIEM JOKYMEHTA;

0) Ipu perucTparmm;

B) I10CJI€ MOJANUCAHUS PYKOBOIUTEIIEM.

34. Eciiu B aeJie coaepkarcs A0KYMEHTbI Pa3jIM4HOM LEHHOCTH, TO CPOK
XPaAHEHHMS YCTAHABJIMBAETCH:

a) OOJIBIINIA;

0) MEHBIITUI;

B) CpEJHUM.

3aganus 1JI CAMOCTOATEILHOM PadoThI

3aganme 1. OdopmMuTh BCE OTMETKH, KOTOpPHIE CTaBSIT Ha JOKyMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2025. VYkaxuTe MeCTOPACHOJIOKEHUS OSTHUX
PEKBU3UTOB Ha Osanke Gpopmara A4.

3aganme 2. 300pa3ure cxeMaTHIEeCKH KIaCCU(DUKAITIIO JOKYMEHTOB.

3aganue 3. Bromummre Ha nuct gopmara A4 Bce mpaBmiia o(QOpMIICHHUS
TEKCTa JIOKYMEHTa: HMHTEpBaibl, WIPUPTHI U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2025.

3aganme 4. CoctaBuTh U OQOPMHUTH JOKIAJHYIO 3alUCKy O HAPYIICHUH
TPYJIOBOM TUCUUIIMHBI paOOTHUKOM. Bce peKBU3UTHI U AJIEMEHTHI TEKCTa 100aBUTh
camocrosaTensbHo. Hamucarb OOBSCHUTENBHYIO 3alMCKy OT HMMEHM pabOTHHKA,
HApYILIUTENS TPYAOBOU JUCIUTUTHHBIL.

3aganme S. Hanucath 0TBETHOE MUCHbMO-0J1aroAapHOCTh Ha MO3/paBIICHHUE.

2.2. OueHo4YHbIE CPeACTBA ISl IPOMEKYTOYHOM aTTeCTAlNH (324eT)

Bomnipocs 1151 npoBeieHUs 3a4eTa:

1. [ToHsiTHE «IOKYMEHT» U €Tr0 (PYHKIIHH.

2. Knaccudukanus T0KyMEHTOB.

3. CymHOCTh M OCHOBHO€ Ha3HAYCHUE JOKYMEHTAI[MOHHOTO OOecredyeHus
JIeATEILHOCTH TIe1arora.

4. Cucrembl TOKyMEHTAIWH.

5. 3akoHoJIaTeNIbHAas U HOPMATUBHO-METOIM4YecKasi 0a3a JIOKYMEHTAIlMOHHOTO
obOecricueHus1 yIpaBIeHHUs.



6. DopMyIisip TOKyMEHTa.

7. CocTaB pEKBU3UTOB JOKYMEHTOB.

8. TpeboBanus Kk 0(hOpPMICHUIO PEKBU3UTOB IOKYMEHTOB.

9. TpeboBaHus K OJIaHKaM JTOKYMEHTOB.

10. CucreMa oKyMEHTaIlMU B 00pa30BaTEIbHOM OpraHu3aluu.

11. Opranuzanuonnsie JokyMeHTbl cucteMbl OPJl. OOmias xapakrepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

12. PacniopsiaurenbHbie JoKyMeHThl cucteMbl OPJI. O6mias xapakTepucTika u
Ha3HAYEHUE JOKYMEHTOB.

13. UudopmarnmonHo-cripaBouHble  JTOKyMeHThl cucteMbl OPJl.  OO6mas
XapaKTEepUCTHUKA U Ha3HAYEHUE JOKYMEHTOB.

14. [lenoBoe NUCbMO KaK OCHOBHOW BUJI MIEPEMUCKH.

15. bnanku nis nucem. opMynsip 1€I0BOro MUChMa.

16. Ocobennoctu opunraIbLHO-AEIOBOTO CTUJISI COCTABICHUS TEKCTa JeI0BOTO
MUChMa.

17. Bunpl  cimy)XeOHbIX ~ IMCEM,  COCTaBISIIOIIME  OCHOBY  JIEJIOBOM
KOPPECTIOHAEHIUH.

18. DnexTpoHHas nepenucka. DIEKTPOHHBIA JOKYMEHT.

19. Opranuzanus 10KyMEHTO000poTa 00pa3oBaTeIbHON OpraHU3alliH.

20. ®opmMbl OpraHuzanuu paboOThl € JIOKyMEHTaMH. JIOKyMEHTOOOOpOT.
JIOKyMEHTOIOTOKH.

21. [Topsimok 06pabOTKK BXOASIIUX JOKYMEHTOB. Perucrpaiiusi J0KyMEeHTOB.

22. Ilopsimok 00pabOTKU UCXOMAIINX TOKYMEHTOB.

23. [lopsimok paboOTHI C BHYyTPEHHUMHU JJOKyMEHTaMHU.

24. HomeHkmatypa Jel.

25. ®opMupoBaHHUE, odopmIIeHHE, XpaHEHUE JI(Sh) | B TEKYLLEM
JIEJIONPOU3BOCTBE.

26. YHupukanus J0OKyMEHTOB.

27. CrangapTusanus JOKYMEHTOB.

28. Hymepanuss MHOTOCTPaHUYHOTO TOKYMEHTA.

29. lllpudTel, KErNu U MOJIS, IPUMEHsIEMbIE TPU 0(DOPMIIEHUH TOKYMEHTOB.

30. Pe3tome, aBroOuorpadus, XxapakTepuUCTHKA: MOHATHE, Ha3HAYEHHE, COCTaB
PEKBU3UTOB.

31. 3asBiIeHUE: TOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

32. CnyxeOHas 3amicKa: MOHATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

33. O0ObscHUTENbHAS 3aIIMCKa: TTOHSATHE, Ha3HAYCHHE, COCTAB PEKBHU3UTOB.

34. JlokyiagHas 3anKcKa: MOHATUE, HA3HAYEHUE, COCTAaB PEKBU3UTOB.

35. CnpaBka: oHATHE, Ha3HAYCHUE, COCTAB PEKBU3UTOB.

36. AKT, IpOTOKOJI: OHATHUE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

37. Ilpuka3s, pacnopspKeHUE: TOHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

38. IIpuka3 no TMYHOMY COCTaBY: MOHSTHUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

39. YcraB, N0JIO)KEHUE: IOHATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

40. JomkHOCTHAs! MHCTPYKILIMS: TIOHSITHE, HA3HAYEHHE, COCTAaB PEKBU3UTOB.

41. UncTtpykuus 1O JEJONPOU3BOACTBY: IMOHSITUE, Ha3HA4YeHHE, COCTaB
PEKBU3UTOB.



42. IlpaBuia: MoHsATHE, HA3HAUYEHHE, COCTaB PEKBU3UTOB.

43. KoseKTUBHBIN JOTOBOP: MOHATUE, HA3HAYEHUE, COCTaB PEKBU3HUTOB.

44. OcoOeHHOCTH COCTABJICHUS TEKCTa MTPOTOKOJIA.

45. OcoOEHHOCTH COCTaBJIEHHUS TEKCTa MPUKa3a.

46. PexBu3uthl repd, sMOeMa, TOBApHBIM 3HAK (3HAK OOCIYKUBaHUS), KOJ
(bOopMBI JOKYMEHTA.

47. PeKBU3UT HaUMEHOBAHHE OpPraHU3allMi, HAWUMEHOBAHHUE CTPYKTYPHOIO
MOAPA3AEIEHUS, HAUMEHOBAHUE JTOJKHOCTH JIMLIA.

48. PexBU3UT cripaBOYHBIC JAHHBIE 00 OpraHU3alUU.

49. PekBU3UT HAMMEHOBaHUE BU/IA IOKYMEHTA.

50. PekBU3UT J1aTa JOKyMEHTA.

51. PexkBU3UT perucTpaliOHHbIA HOMEP JOKYMEHTA.

52. PeKBU3UT CChUIKA HAa PETUCTPALIMOHHBIA HOMEP W JIaTy MOCTYIHUBIIETO
JIOKyMEHTA.

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

54. PekBU3HT rpu( OrpaHUYEHHSI TOCTYyNA K JOKYMEHTY.

55. PexBusur anpecar.

56. PexkBu3uT rpud yTBepKIACHUS JOKYMEHTA.

5’7. PeKBU3UT 3arojIOBOK K TEKCTY.

58. PexBU3UT TEKCT JOKYMEHTA.

59. PeKBU3UT OTMETKA O MPUJIOKECHUHU.

60. PexkBusut rpud coriacoBaHus JOKYMEHTA.

61. PexBuzur Buza.

62. PeKBU3UT MOINCH.

63. PekBu3nuT 0TMETKA 00 SJEKTPOHHOU MOATHCH.

64. PexBU3UT neyarhb.

65. PexBu3ut oT™MeTKa 00 UCHIOJHUTEIIE.

66. PekBU3HUT OTMETKA O 3aBEPEHUU KOIIHH.

67. PeKBU3HUT OTMETKA O MOCTYIUICHUH TOKYMEHTA.

68. PexBU3UT pe3oronusi.

69. PeKBU3UT OTMETKA O KOHTPOJIE.

70. PeKBU3UT OTMETKA O HAIIPABJIEHUH TOKYMEHTA B JEJIO.



