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1. HACITIOPT ®OHJA OHEHOYHbLIX CPEJACTB

1.1. ObsacTb IPUMEHEHUA

®onx oueHounbix cpeacts (®OC) — HeorbemiiemMass 4acTh paboueit
OpOrpaMMbl  JUCHUIUIMHBL  «J{OKyMEHTalMOHHOE OOecnedYeHue JeATeIbHOCTH
nejarora» M npeaHa3HayeH JiJisi KOHTPOJISl U OLIEHKU 00pa30BaTENbHBIX JTOCTHXKEHHIM
CTYJIEHTOB, OCBOUBIIUX POrPAMMY JUCHHUTIINHBIL.

1.2. leau u 3axa4u GoHIA OLIEHOYHBIX CPEICTB

Heaps ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOJATOTOBKH 00ydYaromierocs
tpeboBanusim PI'OC BO OakamaBpuar mo HampabieHuto moarotoBku 44.03.01
[lenarormdueckoe  oOpa3oBaHWe, YTBEPXKIEHHBIM  TMpUKa3oM  MuHUCTEpCTBA
oOpazoBanus u Hayku PD ot 22.02.2018 Ne 121 (¢ u3MeHEHUSIMH | JTOTIOJTHCHHUSIMHU ),
[IpodeccrnonanbHBIM CTaHIAPTOM, YTBEPKIACHHBIM MPHUKA30M MUHHUCTEPCTBA TPyIa
u conuanbHOM 3amuThl Poccuiickoit ®enepaunn ot 18.10.2013 Ne 544n (c
M3MEHEHUSIMU U JOTIOJIHEHUSIMH ).

1.3. Ilepeuenbp kKommeTreHuHMid, GopMHpyeMbIX B MpoLecce OCBOCHUSA
OCHOBHOI1 00pa30BaTeIbHOI MPOrPaMMBbI

[Iporiecc ocBOeHUST AMCIMIUIMHBI HANPaBJICH Ha (OPMHUPOBAHHUE CICAYIOIINX
KOMITETEHUIUNA U MHIUKATOPOB MX JOCTHUXKEHUS:

Koa mo ®I'OC BO | Nuaukarop 10CTHKEHNUS
YHuBepcaabHbIC
YK-4. Cioco0OeH ocyIiecTBIATh AET0BYIO VYK.4.2. OcyuiecTBiseT AEI0BYIO
KOMMYHHKAIMIO B YCTHOW M MMUCbMEHHOMN KOMMYHHKAIIMIO B YCTHOM ¥ MUCbMEHHOMN
(opmax Ha roCyJJapCTBEHHOM S3bIKE ¢dopmax Ha TOCYJapCTBEHHOM si3bIke PO
Poccuiickoit @enepannu 1 UHOCTPAHHOM (BIX)
si3bIKe(ax)

1.4. Dranbl GopMupoBaHHS KOMIETEHIMA W CpPeICTBAa OLEHUBAHUA
YPOBHSI X ¢(hOPMHPOBAHHOCTH

. KonTpoabHo-011eHOYHbIE

Jranbl popmMupoBanusi komnerenuuii | Komnerenunumn

cpeacTBa / cnocod oneHUBAHUSA
Tema 1. Teoperuko-npaBoBele u | YK-4 BeicTynnieHre Ha NpakTHYECKUX
HOpPMAaTUBHBIC OCHOBBI 3aHATHUAX, YCTHBIN OMPOC
JOKYMEHTALMOHHOTO o0ecrieueHus
yIpaBJIeHUs
Tema 2. Crangaptuzanusa npouecca | YK-4 BeicTymuieHne Ha NpPakTHYECKUX
JOKyMEHTHPOBaHHUS 3aHATHSIX, YCTHBIM OIIpoC
Tema 3. Cucrema opranuzanuonHo- | YK-4 BricTymieHre Ha NpakTUYECKUX
pacnopsIuTeabHON JOKYMEHTALUH 3aHATHSX, YCTHBIM OIIpOC
Tema 4. JlenoBoe nucbMo kak ocHoBHOW | YK-4 BeIcTymuieHrMe Ha NPaKTHYECKUX
BUJI TIEPEIIMCKA 3aHATHUAX, YCTHBIN ONPOC
Tema 5. Opranmzanusa | YK-4 BeicTymuieHne Ha NpPakTUYECKHX
JOKyMEHTOO0OpOTa  00pa3oBaTesIbHON 3aHATHSX, YCTHBIM Ompoc
OpraHu3alu




Texkymias arrecrauus YVK-4 KonTponbnas padora

IIpomeskyTOUHAs aTTEeCTALMS YVK-4 3auer

1.5. Onucanue nokaszaresjed GOpMHUPOBAHUSA KOMIIETEHIMH

Koa xomnereHuuun Pe3yabTarsl ¢hopMUPOBAHHOCTH

YK-4 3HaeT: NMPUHUUIBI MOCTPOCHHS MOHOJOTHYECKOTO M JUaJOTHYECKOrO
TEKCTa; OCHOBHI JIEJIOBOTO OOIICHUS U MPaBUJIA JEIOBOW MEPENUCKH Ha
rocyJapcTBEHHOM si3bike Poccuiickoit ®Denepanuu; HeBepOaIbHBIC
CpEeACTBA B3aUMOIECHCTBUSL.

VYMeer: wucnosbp3oBaTh BepOambHbIE W HEBEpOAJIbHBIE CpEICTBA
B3aUMOJICUCTBUSL JI1 OCYLIECTBJICHUS JEJIOBOM KOMMYHMKAILIUU; SICHO
u3JlaraTh CBOM MBICIIH, 00pa0aThIBaTh SI3bIKOBYIO MH(MOPMAIUIO, BECTH
JIEJIOBYI0  TEPENMCKY Ha TOCYJapCTBEHHOM s3blke Poccuiickoit
denepary.

Bnaneer: HaBbIKaMu MOCTPOEHUSI MOHOJIOTMYECKOTO U AUAIOTMYECKOTO
TEKCTa; WCIOJB30BaHUS BepOaTbHBIX W HEBEPOATBHBIX CPEACTB
B3aUMOJICMCTBUSL [l OCYIIECTBJICHMS J€JIOBOM KOMMYHHUKAIIHH;
BEJICHUS JI€JIOBOM MEPENUCKU HAa TOCYJApCTBEHHOM s3bike Poccuiickoi
denepaunu

1.6. Kpurepuu ouneHMBaAHUSI KOMIIETGHUMH HAa Pa3HbIX IJTamnax Hux
dopmupoBanus

KosmuectBo
Bup yueonoii padoTbi 0aJ/u10B
101010 300

BrinonHenue u 3anuTa mpakTHUYECKUX padoT 40 45
KonTponpHas pabora 15 15
KoHTpoas caMocTosTenbHON paboThI 20 20
VYcTHBI 3a4eT 25 20
Bcero 100

HaxonureabHas cucreMa oneHuBanusa no 100-0a1apHoH mkage

YeThIpexoaiibHast Cucrema
100-6anabHass | BykBenHasi mkaJja, coorsercrpyromas 100-
cHcTEMA OIIEeHUBAHNS OLIEHUBAHUS

mKaJja 0aJIIILHOM IIKaJIe
JK3aMeHa 3ayera

OtanaHO 90-100 A — OTIIMYHO — TEOPETUIECKOE COMICPKAHHE
Kypca OCBOCHO ITOJTHOCTBIO, 03 TIP00eIIoB;
HE00XOANMBIE TPAKTHIECKHE HABBIKA PAOOTHI
C OCBOGHHBIM MaTepHaioM c(hOPMUPOBAHBL;
BCE MTPEAYCMOTPEHHbIE TPOrPaMMOii
00yueHHsI yUeOHbIC 3aJaHUs BHITOJIHCHEI,
Ka4yCCTBO HUX BBIINTOJHCHUSA OLICHCHO YHUCJIOM
0aJI0B, OJIM3KUM K MAKCHMATBHOMY 3ayreHo

Xoporio 83-89 B — oueHb X0poI1110 — TeopeTHIecKoe
coJiepkaHKe Kypca OCBOCHO ITOJTHOCTHIO, 0e3
po0OeIIoB; HEOOXOIUMBIE MPAKTHYCCKIE
HABBIKH paOOTHI C OCBOCHHBIM MaTEPHAIOM B
OCHOBHOM C()OPMHPOBAHEI; BCE
MIPeyCMOTPEHHBIC TPOTPAMMO 00YIEeHUS
y4eOHBIC 3a/IaHMsI BEIIOJIHEHBI, KAYECTBO




BBIITOJTHEHHS OOJIBIIMHCTBA U3 HUX OLICHEHO
4ucIIoM 0ajlIoB, OJIM3KUM K MAKCUMaJIbHOMY

Xoporo

75-82

C — XOpOILIO — TEOPETUUECKOE COJIEPIKaHUe
Kypca OCBOEHO IIOJIHOCTHIO; HEKOTOphIE
MIPaKTHYECKHE HaBBIKH pabOTHI C OCBOCHHBIM
MaTepHantoM c(hOpPMHUPOBAHBI HEJOCTATOYHO;
BCE IIPELyCMOTPEHHBIE IPOrPAMMON
00ydeHmsI yaeOHbIe 3aJaHNs BHIITOTHECHEI,
Ka4eCTBO BBIIIOJIHEHHS HU OHOTO U3 HUX HE
OLICHEHO MHUHUMAJILHBIM YHCJIOM 06aJlioB,
HEKOTOPbIC BUJIbI 33/IaHUI BBITIOJIHEHBI C
OLIMOKaMH

Y 10BIETBOPUTENBHO

63-74

D — y10BIeTBOPHUTEILHO — TEOPETUUECKOE
coJIepKaHue Kypca OCBOESHO YaCTHYHO, HO
po0eIbl He HOCST CYILIECTBEHHOTO
XapakTepa; HeOOXOIMMBIC TPAKTUICCKUC
HABBIKH Pa0OTHI C OCBOCHHBIM MaTEPHUAJIOM B
OCHOBHOM C()OPMHUPOBAHBI; OOJBIIMHCTBO
MIPEyCMOTPECHHBIX MPOrPaMMOi 00yJICHUS
Y4eOHBIX 3aJIJaHH BBITIOITHEHO, HEKOTOPBIC U3
BBINOJHEHHBIX 3aJJAHUI COJIEPIKAT OIIHOKH

Y 10BII€TBOPUTENHEHO

50-62

E — nocpeicTBEHHO — TEOPETUYECKOE
COJICpIKaHKE Kypca OCBOCHO YaCTHYHO;
HEKOTOPbIC MPAKTHYECKUE HABBIKH PabOTHI HE
c(hOpMHUPOBAHBI, MHOTHE MPEIYCMOTPEHHbBIE
y4eOHO# mporpaMMoii 00y4eHus yaeOHbIe
3a[aHHUs HE BEIIOJHEHEI JIM00 Ka4eCTBO
BBITIOJTHEHHBIX HEKOTOPBIX U3 HUX OIICHEHO
YUCIJIOM 0aJTOB, OJIM3KUM K MUHUMAITHLHOMY

HeynoseTBopuTenpHO

21-49

FX — Hey10BIETBOPUTENBHO — TEOPETHUECKOE
coJiepxaHHue Kypca OCBOEHO YaCTHYHO;
HEOOXOANMBIC MPAKTHYECKNE HABBIKK PAOOTHI
C OCBOCHHBIM MaTepHaaoM He
c(hopMHPOBAHEL;, OOJBITHHCTBO
MIPEIyCMOTPEHHBIX Y4€OHOH MporpaMmMoit
00yueHHsI yUeOHBIX 3aIaHUI HE BBIIIOIHEHO
J'II/I6O Ka4y€CTBO UX BBITIOJIHCHHUA OLICHCHO
YHCIIOM 0AJIIOB, OJIM3KMM K MUHUMAJIBHOMY;
IIPU JONOTHUTENIBHO CaMOCTOSATENbHON
paboTe Hajl MaTepraIoM Kypca BO3MOXKHO
TIOBBIIIICHUE KAYECTBA BBIMOIHEHUS yI€OHBIX
3aaHUN

HeynosieTBopuTenpHO

0-20

F — HEey10BIIETBOPUTENBHO — TEOPETHIECKOE
cofiepaKaHHe Kypca He OCBOEHO;
HE00XOJMMbIE TPAKTUICCKHE HABBIKH PAOOTHI
He cOpMUPOBAHEL; BCE BBINOIHCHHBIC
y4eOHbIe 3aJaHuUs CoAepKaT rpyObie OMMOKH;
JOTIOJTHUTEIIbHAs CaMOCTOsTENbHAs paboTa
HaJl MaTepHaIoM Kypca He IIPHBENeT K
KaKOMY-JH0O0 3HaYlMOMY ITOBBIIICHHIO
Ka4yecTBa BHINOJHEHHsI YYeOHBIX 3aJaHUi

He 3auteno

2. KOHTPOJIBHO-OHEHOYHBIE CPEACTBA

2.1. OueHouHbIe CPEACTBA TEKYLIEr0o KOHTPOJISA (THIIOBBIE)

Bonpocsl au1st ycTHOro onpoca:




1. [laiiTe onpenesieHue MOHIATHUSA «TOKYMEHT.

2. Packpoiite mousarue «JIOVY». HazoBute mpodeccroHanbHble TEPMUHBI U
olnpeeNneHus B 00JacTH I€IONPOU3BOICTBA.

3. HazoBure u packpoiite GpyHKIIMHA JOKYMEHTOB.

4. Kakue OCHOBHBIEC 3aKOHBI B 00JIACTU OpraHU3alUH JEIONPOU3BOICTBA BB
3Haere? HaszoBure conepkaHue makeTa O0O0s3aTENbHBIX 3aKOHOAATEIBHBIX U
HOPMAaTHUBHBIX JOKYMEHTOB B oOsactu JIOVY.

5. HazoBure mpaBuiia  yTBEPKACHHUS  JOKYMEHTOB. TpeOoBaHHS U
odopMieHHE.

6. Kakne pexkBU3WUTHI SBISIIOTCS «HOPUAUYECKH 3HauMMbIMU»? IIpaBuna umx
odopmienus. Yto BKITIOUaET B ce0sl MOHITHE «IIPaBOBasi OXpaHa JOKYMEHTOBY?

7. llpuBeaute mpuMepbl JOKYMEHTOB, KOTOPBIE MOJIEKAT YTBEPKIACHUIO U HA
KOTOPBIX CTaBUTCS nedath. Kak opopMIIsitOTCs mepeyHu TakKux JOKYMEHTOB?

8. HasoBurte 3akoH, B COOTBETCTBUU C KOTOPHIM O(QOPMIISIIOT PEKBU3UTHI
nokyMeHToB cuctembl OPJI. JlaTa BBeieHHE U YTO OH ycTaHaBiuBaeT. HazoBute Bce
PEKBHU3UTBHI.

9. HazoBure pexkBu3uTHl 00miero OmaHka u Omanka myis nucbma. [IpaBuia
opopmiienusi. Kakue Bujbl OnaHkoB Bbl 3Haere? B uem ocoOeHHOCTH OJiaHka
JOJKHOCTHOTO JIALA?

10. CornacoBanue u BusupoBanue. HazoBure BUIBI U CPOKM COTJIACOBAHMS, U
BU3UPOBAHKE TOKYMEHTOB.

11. Pacckaxkute O meyarsx M IITaMnax MOpeAnpuaTuil u opranu3anui. Ha
KaKuX JIOKyMEHTax cTaBsTcs mnedarb? Kakue TpeOoOBaHUS NPEIbSBISIOT K
UCIIOJIb30BaHUIO repOoBOi nevaru?

12. PackpoiiTe coaep:kaHWe MOHATUS «ympasieHue». HazoBuTe cuCTEMBI
JOKYMEHTOB yrpaBieHusi. Packpoiite mnonsitue «OPJl». Kakue rpynmbsl U BUABI
JIOKYMEHTOB BxoasT B OP/]?

13. Pacckaxkute 00 0COOEHHOCTSIX JIEKTPOHHOTO JTOKYMEHTA, SJIEKTPOHHOU
NEPENUCKU U TpeOOBaHUAX, IPEIBABIEMBIX K HEH.

14. B yuem ocoOeHHocTH OnaHka ais nucbMa? Ha3zoBuTe peKBU3HUTHI OJaHKa
JUISl IUCbMA M PEKBU3UTHI CITYKEOHOr0 MUChMa.

15. Yto pernameHTHpYyET TUIIOBAsE HHCTPYKLUSA 110 AEI0NPOnU3BOACTBY? JlaiiTe
XapaKTEPUCTUKY OPTaHU3AMOHHBIM TOKYMEHTAaM U HA30BUTE UX BUJBIL.

16. HazoBute BuABI HH(DOPMAILIMOHHO-CIIPABOYHBIX  JOKYMEHTOB, JaiTe
XapaKTEPUCTUKY KaxkaoMy BUay. [IpuBenuTe n3BecTHbIE BaM BUJIbI PETUCTPALIUH.

17. JaliTe  XapakTEpUCTUKY  YYPEAUTEIIbHBIM  JOKyYMEHTaM M  YCTaBy
npeanpustud. Kakue Buabl ycTaBoB Bbl 3HaeTe?

18. Jaiite  xapakTepucTUKy JOOKyMeHTy  «llonokeHue» ©  Ha30BUTE
CTPYKTYPHBIE€ YAaCTH TEKCTA JOKYMEHTA U €0 COAEPIKAHHUS.

19. Jaiite xapaktepuctuky AJokymMeHTy « HcTpykuus». [IpuBeaute npumepsl.
JlomKHOCTHAst HHCTPYKIIHS, CTpYKTypa Tekcta. Odopmienue. O3HaKOMIICHHE.

20. [lIratnoe  pacrucanne  OcoOEHHOCTH  COCTaBJICHHS, O(OPMIICHUS.
TpeOoBaHKE K HCMOIB30BAHUIO YHU(PUIIUPOBAHHBIX (POPM.

21. IlpaBuna BHyTpEHHETO TPYAOBOTO pacnopsaka u [lonoxenue o nepconaie.

22. JlaiiTe XapaKTEpUCTHUKY PACIIOPSAUTEIBHBIM TOKYMEHTAM.



23. Ha3zoBuTte BUAbI pacoOpsAIUTEIbHBIX JOKYMEHTOB U OCOOEHHOCTH KaXK10T 0.
HazoBuTe  CTpyKTypHBIE 4YacTH TEKCTa  PACHOPAOUTENBbHBIX  JOKYMEHTOB,
odopmieHue npeamOyIibl U pacIOPSAUTEILHON YacTH.

24. B yem ocobeHHOCTH clTy:keOHbIX nrceM? HazoBuTe BUIBI CITY>KEOHBIX
nucem. Kakue TpeboBaHUs MPEIbABISIOTCS K TEKCTY CIY>KEOHBIX muceM?

25. HazoBure mpaBuna odopMmIIeHUS  pPEKBU3WUTA  «aapecar». Bumisl
aZApECOBaHMUs.

26. YTo BXOJIUT B MOHATHE KIIPOBEAECHUE SKCIIEPTU3bI LIEHHOCTHU TOKYMEHTa»?

27. PackpoiiTe MOHATUA «IOKYMEHTOOOOpPOT», «IOKYMEHTONOTOKW». Jlaiite
XapaKTePUCTUKY KaXKJIOMY BHUIY JAOKYMEHTOMOTOKA, YKaXXUTE€ HX OCOOCHHOCTH.
Kakum oGpazom ompeaensiercs T0KyMEHTOO00pOT MPEaTPUsTUS?

28. Homenkiarypa nen. 3nauenue. CoctaBieHue. Buabl HOMEHKIIATYPBI.

29. ITogrotoBka JOKYMEHTOB K cJadye€ B BEJOMCTBEHHbIM apxuB. Craua
JOKYMEHTOB B apxuB opranuzauuu. ONHCH JTIOKYMEHTOB, HAXOJSIIUXCSA B JEJeE.
®dopmMa u conepkaHue akTa 00 YHUYTOXKEHUU JOKYMEHTOB U JIE.

30. Kakne nokyMeHTBI He mojuiexar peructpauun? Kak v 3auem BeaeTcs yyer
TaKuX MOCTYIICHU?

31. Pacckaxkute O BHAAX BXOIALIMX, UCXOIAIINX BHYTPEHHHUX IJOKYMEHTAX.
HoxymenToB. IlpuBenutre Qopmbl >KypHaJIbHOW peructpanuu. Pacckaxure o
peructpanuu ¢ noMoibo PKK 1 aBromatnznpoBaHHOM.

32. Yto BKIrOYaeT B ceOs MOHITHE «(POPMUPOBAHUST» U «ODOPMIICHUSD €17
HazoBute npuszHaku opopMiieHus: 00JI0XKKHU AEII.

33. Cpoku XpaHEHHs] JJOKYMEHTOB B 3aBUCHUMOCTH UX 3HauMMocTu. HazoBute
HOPMAaTUBHBIA IOKYMEHT, 10 KOTOPOMY ONPENEISIOT CPOKU XPAHEHUS.

34. Yto BKIIIOYAET B CEOSl MOHITHE «IOJArOTOBKA JOKYMEHTOB K apXHWBHOMY
xpaHeHuto»? OyHKIMY, 3a1a41 U OTBETCTBEHHOCTH JK.

TecTsl 1151 NPOBeIeHNsI KOHTPOJIbHOI padoThI:

1. IlpaBuibHasA MOCJIeI0BATEIbHOCTHL HANMCAHUS IJIEMEHTOB MOYTOBOI0O
ajjpeca HA MOYTOBBIX OTHPABJIECHUSAX:

a) MOYTOBBIN UHJIEKC;

0) HaMMEHOBaHUE a/IpecaTa;

B) HOMEp KBapTHPHI;

I') Ha3BaHUE HACEJIICHHOTO MTyHKTA;

1) Ha3BaHUE 00JIaCTH, Kpasi, pecyOJInKH;

€) CTpaHa;

) HOMeEp JIoMa;

3) Ha3BAHUE YJIMIIBI.

2. YaupuuupoBaHHas cucTeMa JOKYMEHTAUMH — 3TO:

a) cucTeMa JOKYMEHTAIIMH, CO3/JaHHAs MO €AMHBIM TpaBWJIaM U TPeOOBaHUSM,
cozeprkaias nHpopMaio, HeoOXOAUMYIO ISl YIIPABICHUS B ONIPEACICHHOMN cepe
JESATCIILHOCTH,



0) yauuuuupoBaHHeie  (POpMbI  JOKYMEHTOB, CHUCTEMAaTU3UPOBAHHBIC  TI0O
GyHKIUSIM YIIpaBICHUS;
B) COBOKYITHOCTb JJOKYMEHTOB, YCTAaHOBJICHHBIX B COOTBETCTBUU C PEIIaEMbIMU

JIOKYMEHTaMU;
I') COBOKYITHOCTh  JIOKYMEHTOB, CBsI3aHHasi €IMHOOOpa3HBIMH  ITpaBUIAMHU
o opMIIEHUSI.
3. Bo3MOKHOCTH HCIOJIb30BaHUS (PaKCHUMWIE KAK COOCTBEHHOM MOANMCH
perjiaMeHTHPYeTCs:

a) rpaXJIaHCKUM KojaekcoM PD;

0) mpaBUIaMU JIETOTPOU3BOJICTBA B (hefiepalbHBIX OpraHaX WCIOJHHUTEILHON
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay OJIAHKOB COOTBETCTBYET JIAHHbII HA00P PEKBU3UTOB?

a) TocymapctBennbii r1epd Poccuiickoit ®enepanuu, repd cyObekra
Poccuiickoit  denepanuu, -smMOnema oOpraHu3alMH, TOBApHBIM 3HAK (3HAK
oOCITy>KWBaHMS), 1aTa, HOMEP, MECTO COCTABJICHUS WM U3TaHUS;

0) O;1aHK ITMCHbMa;

B) oOmMii OJIaHK;

) OJJaHK KOHKPETHOTO BU/A IOKYMEHTA.

S. IlopsiioK HAMUCAHUA TOYTOBOI0 A/peca YCTAHOBJICH:

a) B [IpaBunax nemonpousBojacTBa B (eAepalibHbIX OpraHax MCIOJIHHUTEIbHON
BJIACTH;

06)B 'OCT P 7.0.97-2016;

B) B [IpaBuiiax okazaHus yciIyr MOYTOBOM CBS3H.

6. PexkBU3NT «BH32» MOMKET BKJIKYATD:

a) IOJHKHOCTh  BU3UPYIOIIETO, €ro TOJMUCh, pPAcUPpOBKY (MHULMAIBI U
(damunus) u nary;

0) moanucek, pacmudposky (d. U. O.), nary;

B) JOJKHOCTD, MOJIUCH 1ATY;

T') TOJKHOCTb, MOAMHCH, paciudposky noanucu (. 1. O.).

7. 'epOoBasi ne4yaTsb MPOCTABJIAETCSH HA MUCbMAX:

a) peKJIaMHBbIX;

0) HAaTOMUHAHUSX;

B) MIPUIJIAIICHUSAX;

') TapaHTUUHBIX;

1) ”HPOPMAITMOHHBIX.

8. TekcT [0KYMEHTOB COCTABJSIIOT HA TIOCYJAapCTBEHHOM fI3bIKe
Poccuiickoii ®enepannu WJIN Ha TOCYAAPCTBEHHBIX HA3bIKAX CY0ObEKTOB
Poccuiickoit ®egepauuu B COOTBETCTBUM C:

a) TpaBWia JEJIOMPOM3BOJCTBA B (heIepaIbHBIX OpraHax MCHOJHUTEIHHOM
BJIACTH;

0) 3akoHomatenbcTBOM Poccuiickoir @enepaunu U cyobekToB Poccuiickoit
denepauuy;

B) 'COVY;

') TUIOBOM MHCTPYKIMEH MO ACIONPOU3BOACTBY.



9. llesb10 CTAHAAPTU3ALMHU IOKYMEHTOB SIBJISIETCH:

a) IOPUINYECKOE 3aKpEIICHHE PE3yIbTAaTOB YHHU(PUKAIIUN JOKYMEHTOB;

0) pa3paboTka HOMEHKIIATYPY JIET;

B) CUCTEMAaTH3alMsl JOKYMEHTOB B OpraHu3aliy;

) oOecrieueHre COXPaHHOCTU JOKYMEHTOB;

1) 3a1UTa KOHPUACHIIMATBHOCTU HH(DOPMAIIUH.

10. VYkaxure BapHAHT OTBETOB, B KOTOPOM TNPABWIbHO HAa3BaHbI
PEKBHM3HMTHI 0JIaHKA MUCbMA:

a) (repb, »oMOrnema), KOJ OpraHu3alydyd, HAUMEHOBAHUS OpPTaHU3AIINH,
CIpaBOYHBIC JaHHBIE OO0 oOpraHu3amuu, KOA ¢GOPMBI JTOKyMEHTa, MECTO s
IPOCTABJIEHUs JaTbl JOKYMEHTa, MECTO Jisi MPOCTABJICHUS PErHCTPALMOHHOTO
HOMEPA TOKYMEHTA, CChIJIKA HA HOMEP U ATy BXOSIIET0 JOKYMEHTA;

0) (rep0, sMOiema), HaMMEHOBAHMS OpPraHU3alUM, KOJ OpraHU3allUM, aaTa
JTOKYMEHTA, MECTO JJIsl POCTABJICHUS] PETUCTPALIMOHHOTO HOMEpPa IOKYMEHTa, MECTO
U3JIaHUs TJOKYMEHTA, CChIJIKa Ha HOMEP U JaTy BXOSIIET0 JOKYMEHTA;

B) (rep0, »MmOiema), HAaWMMEHOBAHMS OpraHU3allMyd, HAWUMEHOBAaHUS BHUAA
JIOKyMEHTa, JaTra JOKYMEHTOB, KOJI (POpMbI JOKYMEHTA, MECTO JJIsi MPOCTABJICHHUS
PErUCTPAllUOHHOTO HOMEpa JOKYMEHTa, CIPABOYHBIC JaHHbIE 00 OpraHu3aluH,
CCBIJIKA Ha HOMEP M JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, sMOinema), HAaMMEHOBAaHMSI OPTraHU3AIMHU, CIPABOYHBIC JaHHBIE 00
opranuzaiuu, koj opranuzanuu OI'PH, mecto ju1s mpocTaBiieHUs: AaThl TOKYMEHTA,
MECTO JJIsl MPOCTABIICHUS] PETUCTPALIMOHHOTO HOMEPA JJOKYMEHTA, CChIJIKA Ha HOMEP
Y J1aTy BXOJSILEro JOKYMEHTa, MECTO IS 3ar0JIOBKA K TEKCTY.

11. K opranu3zaniMoOHHbIM TOKYMEHTAM OTHOCSTCS:
a) TPOTOKOI;
0) ycras;

B)  HWHCTPYKIIHS;
I) TIOCTAaHOBJICHUE;
1) TIOJIOKEHUE.
12. K peKBH3UTAM NPHKAa32 OTHOCATCS:
a) ajapecar;
0) HaumMeHOBaHHE OpTraHU3aINH;
B) HaMMEHOBAHHE BUJIA JIOKYMEHTA;
I) 3arojIOBOK K TEKCTY, TEKCT;
1) Tpud yTBEpKACHUS;
€) TMOJIHKCH.
13. AKTBI co3a10TCH:
a) KOJUIETHUAJIBbHO;
0) Ha OnaHKax;
B) Ha COBCIAHWM;
I)  BBIIECTOAIICH OpraHu3aInei.
14. HopmaTuBHBIH aKT, HM3AaBaeMblid [IMPEKTOPOM 00pa3oBaTebLHOMI
OPraHU3alMy WIH YUPEXKIEHUs1, ITO:
a) TIpUKas;
0) TOJIOXKEHHUE;



B) pacHopsKEHUE;
I) pEIICHHE.

15. Bo BpemMsi NIpOU3BOACTBEHHOI0 COBCIIAHHMSI Yy AUPEKTOPAa CeKpeTapb
3allMChIBAJI BBICTYIUICHUSI W NPpUHATHe pemieHusi. Kakoidl JOKyMeHT cJiexyer
0(pOpMHTH MO UTOraM 3acelaHuA?

a) [Ipotokou;

0) pelreHue;

B) paCIOPSKEHUE;

I') MPOTOKOJ, PEIICHUE U PACTIOPSKEHUE;

1) 10 YCMOTPEHUIO HayalbCTBA.

16. PekBU3UTAMM BHEIIHEH CIIPABKY ABJISIETCH:

a) TevaTh;

0) IMOIITHUCH;

B) HAMMEHOBAHKE BUJIa JOKYMEHTA;

T) ajpecar;

1) HAMMEHOBAaHUE OPTaHU3alUK;

€) CChUJIKA Ha JIaTy perUCTPAllMOHHBIA HOMED.

17. ®akc oTiIM4aeTcs OT NUChbMa 10 0POPMIICHHUIO TEM, UYTO:

a) SABJISIETCA HE TOJIMHHUKOM, a KOMTUEH JOKYMEHTA;

0) COEPKUT Psifl NOMOTHUTEIbHBIX PEKBU3UTOB;

B) meyaTaeTcs Ha Tenedakce;

') HE MOXET OBbITh 3aBEPEH NeYaThIO.

18. BpigesurTe U3 KakMX pa3/ieioB COCTOMT TEKCT NMPHKA3a M0 OCHOBHOM
NeATeJIbHOCTH:

a) KOHCTaTUPYIOIINIA U pacopsIUTEIbHBIH;

0) KOHCTATUPYIOUIUN U MOCTAHOBIISIOITUH;

B) KOHCTaTUPYIOIIUNA U MIpeJiaratoniui;

I') OCHOBHOM M KOHCTaTHPYIOIIUH.

19. Bpigeaure, B KAKOM M3 BHA0B JOKYMEHTOB He NPOCTABJISIIOTCS
PEKBHM3UT HAUMEHOBAHMS BH/Aa JOKYMEHTA.

a) 3asBJICHUE;

0) ciry)ke0HO€e THCHhMO;

B) JIOKJIJTHAsI 3aITUCKa;

I') T10JKHOCTHASI MHCTPYKITHSL.

20. Pacnpegenure YyKa3aHHble HHXKe [JIOKYMEHTbl Ha 3 rpynmbl:
a) OpraHu3aMoOHHbIE, 0) pacnopsiANTEeIbHbIE, B) HH(POPMALIMOHHO-CIIPABOYHbIE.

1. Pesrome.

. JlOIDKHOCTHAS MHCTPYKIUSAL.

. PacniopsxkeHue nupexropa.

. CBogxa.

. [TocTaHOBNEHNE KOJIIETUMN.

. MHCTpYKIIMS O 1€T0TPOU3BOICTBY.
. CpaBka ¢ mecTa paboThI.

. Ilpukas o mpueme Ha paboTy.

. lllTatHOE pacnucanue.
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10. TpyoBoii 10roBOp.

11. IlpurnameHue Ha BBICTaBKY.

12. PernameHT.

21. Komuccusi 1o pacciegoBaHUI0 TOKapa, MNpoM30ollealiero B
00pa30BaTeJIbHOM YYpPeKACHUH, YCTAHOBUIM P (PaKTOB, KOTOPBIE MOCTYKUIU
NPUYUHON nmoxkapa. Kakoil 10KkyMeHT T0/I:KHA COCTABUTH KOMUCCHSA?

a) AKT;

0) cripaBky;

B) JIOKJIAJTHYIO 3aIUCKY;

') HHCTPYKIHUIO O MPOTUBOMOKAPHOM 0€301MacHOCTH.

22.  JIOKyMeHT, aJpecOBaAHHBIN PYKOBOAUTEIIO OpraHu3aluu,
coJep:Kalmuii  00CTOSATEILCTBEHHOE H3JI0KEeHHEe KAaKoOro-jiuéo Bompoca c
BbIBOJIAMHM U MPeEIJI0KEHUSIMH COCTABJICHNSI, HA3bIBAETCSH:

a) aKT;

0) mpecTaBiIeHUE;

B) JIOKJIaJIHAsI 3aMHICKA;

I') IPEIJIOKEHUE.

23. laToi ciry:ke0HOr0 mMucbMa SIBJISIeTCS JaTa:

a) COCTaBJICHUS;

0) OTIIpaBJICHMUS;

B) TIOAIIMCAHMUS;

T') OJy4YECHUSI.

24. CnucoK NPUCYTCTBYIINMX HA 3aceqaHUU O0GopmiisieTcsi OTAeJIbHO U
NPHJIATraeTcsi K NPOTOKOJIY, €CJIM TAKOBbIX:

a) 6onee 15;

0) 6onee 10;

B) Ooiee 25.

25. OdgopmiieHue o00JI0KKH Jela I MOCHAEAYIOIIero XpaHeHust
onpeeysercs:

a) CTaH/IapTOM;

0) MIHCTPYKIME MO IeJIOMPOU3BOJICTBY;

B) PacHOPSIKEHUEM PYKOBOJIUTEIIS.

26. JkcnepTH3a HEHHOCTH JOKYMEHTA NIPOXOAUT B Tamna:

a) 4ETHIPE;

0) Tpu;

B) JIBa.

27. Homenkiaarypa aei (pado4uii IK3eMILIAP) MOMEIIAKOT Ha:

a) CToJIe, MO/ CTEKIIOM;

0) nBepiie mkada ¢ TOKyMEHTaMU;

B) BHYTPEHHEHN CTOPOHE ABEPLBI IIKa]a ¢ JOKYMEHTaMU.

28. Bce aucThl fAesla NpH MOATOTOBKE HMX K I[epeaadye B apXuB
HYMepYHTCH:

a) YEepHBIM rpa)UTHBIM KapaHJaIloM;

0) YepHBIMU YEPHUIIAMH;

B) KPACHBIM KapaHAAILIOM.




29. Bxoasimue 10KyMEHTbI PerUCTPUPYIOTCH:

a) MocJe O3HAKOMIJICHUS] C HUMHU PYKOBOJIUTEJIS;

0) B IepBOM NOJIOBUHE JHS MOJIYUYECHHUS;

B) 10 03HAKOMJICHUSI C HUMH PYKOBOJUTEIIS.

30. Kaxnast oOpa3oBaresibHAs OPraHu3anus 0013aHa UMeTh:

a) CBOJIHYI0 HOMEHKIIATypy;

0) UHIMBUIYAIbHY IO HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYpY.

31. 3a ckoabKO JAHell 10 UCHOJHEHHs] NMPOBOIAAT MpeaynpeauTeabHbIil
KOHTPOJIb?

a) 1Ba;

0) o1uH;

B) TPH.

32. Paznenure/iAMHU B CIPABOYHOM KAPTOTEKE CJIY:KAT:

a) Ha3BaHUS CTPYKTYPHBIX MMOIPA3CICHHIM;

0) HarpaBIEHUs EATETbHOCTH IPENPUSATHUS;

B) JHU HEJEIH, MECSIIa.

33. Ha ncxoasiiemM J0KyMEHTe PEKBU3UT «1aTa) CTABUTCH:

a) COCTaBUTEJIEM JJOKYMEHTA;

0) mpu perucTpaluy;

B) MOCJIE€ TOAMUCAHUS PYKOBOJIUTEIIEM.

34. Ecau B 1ejie coepaTcsi JOKYMEHThI Pa3JIU4YHON IIEHHOCTH, TO CPOK
XpPaHeHHs YCTAHABJIMBAETCS:

a) OOIbIIHIA;

0) MEHBIITHUH;

B) CPEIHUI.

3aaHus 1 CAMOCTOSITEJIbHOM PadoThI

3aganme 1. OdopmMuTh BCE OTMETKH, KOTOPHIE CTaBAT HA JOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYkaxute MeCTOPACHOJOKEHUS OSTUX
PEKBU3UTOB Ha Oanke popmara A4.

3ananue 2. M300pa3ute cxeMaTuyecKu KiacCU(PUKAINIO TOKYMEHTOB.

3ananmne 3. Bemummre Ha nuct ¢dopmara A4 Bce mpaBuia 0GOPMIICHUS
TEKCTa JIOKYMEHTa: HWHTepBasibl, WpUdTel U T. A. B coorBercTtBun ¢ ['OCT P
7.0.97-2016.

3apnanme 4. CoctaBuTh U O(OPMHUTH AOKIAJHYIO 3alUCKy O HapyLIEHUU
TPYJIOBOM TUCUUIIMHBI paOOTHUKOM. Bce peKBU3UTHI U 31€MEHTHI TEKCTa JOOABUTh
camocroaTenpbHo. Hamucath OOBSCHUTENBHYIO 3alMCKy OT HWMEHH pabOTHHUKA,
HapYLIUTENS TPYAOBOM JUCIUTUIUHBIL.

3aganme 5. Hanucath 0TBETHOE MUCHbMO-01aroapHOCTh Ha MO3PaBIICHUE.

2.2. OuieHOYHBbIE CPEACTBA AJIS POMEKYTOYHOM aTTeCTAUN (3a4eT)

Bomnpocs! Aj1s1 npoBeeHUs 3a4yeTa:
1. IToHsATHE «TOKYMEHT» U €r0 (PyHKIIHH.



2. Knaccudukanus JOKyMEHTOB.

3. CyImHOCTh U OCHOBHO€ Ha3HAYCHHUE JOKYMEHTAIIMOHHOTO OOECICYCHUS
JeATEIIbHOCTH Ie/1arora.

4. Cucrembl IOKYMEHTAIIUH.

5. 3akoHOmaTenbHAs U HOPMATUBHO-METOMYEeCKas 0a3a JTOKYMEHTAIlMUOHHOTO
o0ecriedyeHus ynpaBJIeHHUs.

6. DopmyIisip TOKyMEHTA.

7. CocTaB PEKBU3UTOB JIOKYMEHTOB.

8. TpeOoBaHus K 0POPMIIEHUIO PEKBU3UTOB IOKYMEHTOB.

9. TpeboBanus K OJaHKaM JOKYMEHTOB.

10. Cucrema qoKyMeHTAIMU B 00pa30BaTeIbHON OpraHu3aluu.

11. Opranuzanuonnbie JoKyMeHThl cucteMbl OPJI. OO01ast xapakTepucTUKA U
Ha3HAYE€HUE JOKYMEHTOB.

12. Pacniopsiaurenbabie fokyMeHThl cucteMbl OPJI. OO01mas xapakTepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

13. MupopmanimoHHO-CIpaBoYHble  TOKyMeHTbl  cucteMbl  OPJl.  OOmas
XapaKTepUCTUKA U Ha3HAYEHUE JOKYMEHTOB.

14. /IenoBoe NMCHMO KaK OCHOBHOM BUJI IEPETIUCKH.

15. bnankn qs muceM. @opMyJIsp AEIOBOTO MUChMA.

16. OcobennocTu 0(UIIMaATBLHO-IEI0BOT0 CTUIIS COCTABJICHUS TEKCTA JIETIOBOTO
MUChMA.

17. Bugpl  chmykeOHBIX ~ TUCEM,  COCTaBJISIONIME  OCHOBY  JIEJIOBOM
KOPPECTIOHICHIINH.

18. DnexkTpoHHas nepenucka. IIEKTPOHHBIN JOKYMEHT.

19. Opranuzanus T0KyMeHTO000pOoTa 00pa30BaTeIbHON OPraHU3alINH.

20. ®opmbl  OpraHuzalMd  pabOThl € JOKyMeHTamH. J[OKyMEeHTOOOOPOT.
JIOKyMEHTONOTOKH.

21. Iopsimok 00pabOTKM BXOASIINX JOKYMEHTOB. Perucrparus T0KyMeHTOB.

22. Iopsimok 00pabOTKH UCXOAAIIUX JOKYMEHTOB.

23. Ilopsinok paboOThl ¢ BHYTPEHHUMH IOKYMEHTAMH.

24. HoMeHkiatypa Aei.

25. @opMHUpOBaHUE, odopmIieHUE, XpaHEHUe Jen B TEKyIIEM
JIEJIONPOU3BOICTBE.

26. Yaudukanus JOKyMEHTOB.

27. CrangapTur3alus JTI0OKyMEHTOB.

28. Hymepaiust MHOTOCTPAaHUYHOTO JOKYMEHTA.

29. lllpudTel, KErauU U MoJs, MPUMEHsIeMbIe TPU 0GOPMIIEHUN JOKYMEHTOB.

30. Pe3tome, aBroOHOrpadusi, XapakTepuCTUKA: TIOHATHE, HA3HAYEHHUE, COCTaB
PEKBUBHTOB.

31. 3asgBreHue: MOHIATHE, HA3HAYEHHUE, COCTaB PEKBU3UTOB.

32. Ciy>xeOHas 3amucKa: TIOHITHE, HA3HAYCHHUE, COCTAB PEKBU3UTOB.

33. OObscHUTENbHAS 3aMUCKA: IOHITUE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

34. JloknagHas 3alKMCKa: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

35. CnpaBka: MOHATHE, HA3HAYEHHE, COCTAB PEKBU3UTOB.

36. AKT, IPOTOKOJI: MOHATHE, HA3HAYECHUE, COCTAB PEKBU3UTOB.



37. IIpukas, pacriopsKeHUE: TOHITHE, HA3HAYEHHUE, COCTAaB PEKBU3HUTOB.

38. IIpuka3 1o JINYHOMY COCTaBY: IOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

39. YcraB, noJjio)KeHUE: TOHITHE, Ha3HAYCHHUE, COCTaB PEKBU3UTOB.

40. TomKHOCTHAsI MHCTPYKUUSA: TIOHSATUE, HA3HAYEHHUE, COCTaB PEKBU3UTOB.

4]1. UacTpyKumst 1O JACJIONPOU3BOACTBY: IOHATHE, HAa3HAYEHUE, COCTaB
PEKBU3UTOB.

42. IIpaBuna: MOHATHE, HA3HAYEHHE, COCTAB PEKBU3UTOB.

43. KoJUIeKTUBHBIN AOTOBOP: MOHATUE, HA3HAYECHHE, COCTAB PEKBU3UTOB.

44. OcoOEHHOCTH COCTABJICHUS TEKCTa IIPOTOKOIA.

45. OcoOeHHOCTH COCTABIICHUSI TEKCTA ITPHUKA3a.

46. PexBusuThl Tep0, 3MOJIeMa, TOBapHBIN 3HAK (3HAK OOCITY>KUBAHUA), KO
(dbopMBbI JOKYMEHTA.

47. PeKkBU3UT HAMMEHOBAaHUE OPraHU3allM{d, HAUMEHOBAHUE CTPYKTYPHOIO
MOAPA3AEIECHUS, HAUMEHOBAHUE JTOJXKHOCTH JIALIA.

48. PexkBU3UT CclipaBOYHbIE JaHHBIE 00 OpraHU3aI1H.

49. PexBU3UT HAMMEHOBAHUE BUJA TOKYMEHTA.

50. PexBu3UT naTa JOKyMEHTA.

51. PexBU3UT perucTpaniiOHHbIA HOMEP TOKYMEHTA.

52. PEKBU3UT CChUJIKA HA PErHMCTPALIMOHHBII HOMEP W ATy MOCTYHHUBIIETO
JOKYMEHTA.

53. PeKkBU3UT MECTO COCTaBJICHUS (M3aHUs) TOKYMEHTA.

54. PexBu3ut rpud orpaHuYEHUs 1OCTyNA K IOKyMEHTY.

55. PekBusur aapecar.

56. PexBusut rpud yTBEpKIeHUS JOKYMEHTA.

57. PEeKBU3NUT 3aroi0BOK K TEKCTY.

58. PEKBU3UT TEKCT TOKYMEHTA.

59. PekBU3UT OTMETKA O TIPUIIOKECHUH.

60. PexBusut rpud cornacoBanus JOKYMEHTA.

61. PexBu3ur BH3a.

62. PEeKBU3UT MOANNCH.

63. PekBU3UT OTMETKA 00 3JIEKTPOHHOU MOIMHCH.

64. PexBU3UT 1eYaTh.

65. PexBu3uT oT™MeTKa 00 UCTIONHUTEIIE.

66. PEeKBU3UT OTMETKA O 3aBEPEHUHN KOIIUH.

67. PEeKBU3UT OTMETKA O IOCTYIUICHUH TOKYMEHTA.

68. PeKBU3UT PE30JIOIHSI.

69. PekBU3UT OTMETKA O KOHTPOJIE.

70. PeKBU3UT OTMETKA O HAMIPABJICHUH IOKYMEHTA B JIEJIO.



