MUWHHUCTEPCTBO ITPOCBEIIEHUSI
POCCHUMCKOM ®EJEPAIINA

PEJIEPAJIBHOE
IFOCYIJAPCTBEHHOE BIO/IZKETHOE
OBPA3OBATEJIBHOE YYPEXXKJIEHHWE BBICIHIEI'O OBPA30OBAHUA
«JIYTAHCKHUH I'OCYJAPCTBEHHBIN NEJATOIrMYECKA YHUBEPCUTET»
(PI'OY BO WIT'TLY»)

CTAPOBEJIbCKHUA ®AKYJIBTET (PUJITAAI)
De1epajJbHOT0 rOCYIAPCTBEHHOT0 0K0/IKETHOT0 00Pa30BATEILHOI0 YUpeK/AeHNsl BbICILIEr 0
o0pa3zoBanus «Jlyranckuii rocyapcTBeHHbI NeJarorniecKuii yHuBepcuTeT
(Crapobeabckuii pakyabrer (puituan) PI'bOY BO «JIT'TLY»)

Kadeapa counaibHO-ryMaHUTapHBIX JUCLMUIUIMH U METOJMK UX HPENOJIABAHUS

yTBEP}KﬂAlo

llI/IpBK”f‘Op

Cmpoﬁ 2 {;cxoro LpaKyaneTa (punnana)
QY BO <<IT HV»

“hodbprad’ ) *'g’ Mapury6a 1.B.
AN K /\f , ”, Vet o 5P F— 2023 r.

[Ipunoxenue k padoueit mporpaMme y4eOHOU JUCITUTIIIUHBI
®OH/I OHEHOYHBIX CPEJICTB
AJIs IPOBe/IeHUs] TEKYIIer0 KOHTPOJIS U MPOMEKYTOUHOI aTTecTAlNU
00yYaIMUXCs MO TUCIHUIJIMHE

,/IOKyMeHTalH/IOHH()e odecneyeHue AeITeJbLHOCTH Ieaarora

ITo nanpaBiennio noaroroBku: 44.03.04 IlpogeccronanbHoe oOyueHue (o oTpacisam)
KBanudukanus BbIIyCKHUKA: OakanaBp
®opma 00yueHMsI: OUHAs!, 3a0YHAS
Kype: 2
PazpaboTunk:
K.(h.H, Kaeapsl colMaIbHO-TyMaHUTAPHBIX
JUCLMILIMH U METOMK MX TPEToIaBaHUs
Bepxosoxa O.B.
3aBeqyronuit Ka(l)e)IpOEI/ CI'IuMII

[Tpotokoi ot «01» Hos1Opst 2023 1. Ne 3

Crapobenbck, 2023



1. TACITIOPT ®OHJA OHEHOYHBIX CPEJACTB

1.1. ®oun onenounsix cpeacre (DOOC) — Heorbemsiemas dYacTh paboueit
porpaMMbl JUCHUIUIUHBL «J[OKyMEHTOOOOPOT 00pa30BaTEIbHOM OpTraHU3aAUNY) U
npeaHa3HavYeH JUIsl KOHTPOJISL U OIIEHKH 00pa30BaTENbHBIX JOCTUXKEHUN CTYJICHTOB,
OCBOUBIIIHUX IIPOrPAMMY JTUCHUTIIUHBIL.

1.2. Tenp ®OC — ycTaHOBUTH COOTBETCTBHE YPOBHS MOJATOTOBKH O0YYarOIIETroCs
tpeboBanusim OGI'OC BO OakanmaBpuar mo HarpaBieHuio mnoarotoBku 44.03.04
[Ipodeccuonansuoe oOyueHue (MO  OTpacisiM), YTBEPKICHHBIM  MPUKA30M
MunucrepcTBa HaykKd U BbIciiero oOpasoBanusi Poccuiickoii ®eneparuu ot
22.02.2018 r. Ne124 (c n3MEeHEHHUSIMU U IOTTOJTHCHUSIMH )

1.3. Ilepeyenr KoMmeTeHIUii, (pOPMHUPYEMBIX B Mpolecce OCBOECHUS
OCHOBHOI1 00pa30BaTeJIbHOM MPOrPaMMBbI
[Iponiecc ocBoeHuUsI MUCHUIUIMHBI HampaBjieH Ha (GOPMUPOBAHUE CIETYIONIUX
KOMIETEHIIUNA U UHIUKATOPOB UX JIOCTHIKCHHUSI:

Koa no ®I'OC BO ‘ NHaukaTop AOCTHKEHHUS
YHUBepcalbHbIE

VYK-4. CnocobGen ocymecTBiaTh jaenoByto | YK-4.1 3Haer: npuHUMIIBI KOMMYHHUKAIMU B
KOMMYHMKAIIMII0O B YCTHOM U MHCbMEHHON | mpodeccuoHaIbHON cepe,
dopmMax  Ha  TroCyJapCTBEHHOM  SI3bIKE | KOMMYHUKAIIMOHHbIE TEXHOJIOTHH B
Poccuiickoii @enepanuun U MHOCTPAaHHOM(BIX) | MPOPECCHOHATBHOM B3aUMOJICVICTBUH;
sA3bIKe(ax) 3HaYCHHE KOMMYHHKAIUU B

npodeccuoHaITbHOM B3aUMO/JICICTBHH;

COBPEMEHHBIE  Cpe/cTBa  MH(POPMALUOHHO-
KOMMYHHKAI[MOHHBIX TEXHOJIOTHIA;

VK-4.2 VmMeer: co3gaBaTh Ha pPYCCKOM H
MHOCTPAaHHOM  fI3bIKE IHCHbMEHHBIE TEKCThI
HAayYHOTO M O(UIHAIBHO-AEIOBOTO CTHUJIEeH
peun 1o mpodeccHOHATBHBIM  BOMPOCAM.
ITponsBoauTh PENAKTOPCKYIO "
KOPPEKTOPCKYIO IMpaBKy TEKCTOB HAYYHOTO U
o(pUIMaNbHO-IENIOBOTO  CTWJIEH pedyd  Ha
pycCcKOM u MHOCTPaHHOM A3BIKE.
Hcnonb30BaTh  TEXHOJOTMH  (OPMHUPOBAHUS
CUCTEMBbl  KOMMYHHUKALIUU.  aHaJU3UPOBATH
CUCTEMY KOMMYHMKAIlMOHHBIX CBSI3€H B
OpraHu3aIuy;

VK-4.3 Bunageer: peanuzanmeil croco0oB
YCTHOW M1 MHUCHbMEHHON BUJAOB KOMMYHUKAIIHH,
B TOM YHCIE Ha HMHOCTPAHHOM S3BIKE,
NpeJCTaBJICHUEM IUIAaHOB U Pe3yJIbTaToB

npoecCHoHaTBHOMI NEeITEIbHOCTH c
HCHOJIL30BAaHUEM KOMMYHUKATUBHBIX
TEXHOJIOTHUH.

1.4. Kpurepuu oOuneHMBaAaHUSI KOMIIETCHIHMII HAa Pa3HBIX 3Tanax MX
(popmupoBanus
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Cucrema
OlleHHUBaHUA
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OTan4HO

90-100

A — OTJINYHO — TEOPETUYECKOE COJIepIKaHNe
Kypca OCBOEHO IOJIHOCTBIO, 0€3 po0eos;
HEoOX0ANMBIE MPAaKTHYECKHE HABBIKU pabOThI
C OCBOCHHBIM MaTepHaioM c(h)OPMUPOBAHBL;
BCE NPEIYyCMOTPEHHBIE MPOrPaMMOii
00y4eHus y4eOHbIC 3a1aHHsl BBITOJIHEHEL,
Ka4eCTBO MX BBIIOJHEHHS OLCHEHO YHCIIOM
0ayIoB, OJIM3KUM K MAaKCUMAJIbHOMY

Xopo1o

83-89

B — oueHb X0pomIo — TeopeTHIECKOe
coziepKaHKe Kypca OCBOCHO ITOJHOCTBIO, Oe3
npo0eoB; He0OXOMUMBIE PAKTHYECKUE
HaBbIKHU pa6OTI)I C OCBOCHHBIM MaT€pHaioM B
OCHOBHOM c(hOPMHPOBAHBI; BCE
NpeyCMOTPEHHbIE IPOrpaMMON 00y4eHHs
yueOHbIE 3a]JaHUsl BBIIOJTHEHBI, KAYECTBO
BBINOJTHEHUSI OOJIBIINHCTBA U3 HUX OIIEHEHO
YHCcIoM 0aIoB, OM3KUM K MAKCHMAJIEHOMY

Xoporo

75-82

C — XOpOoIII0 — TEOPETUIECKOE COMICPIKAHHE
Kypca OCBOCHO TIOJTHOCTHIO; HEKOTOPBIE
MPAaKTUYECKHE HABBIKU PA0OThI C OCBOCHHBIM
MaTepHuanoM chopMHUPOBaHbI HEOCTATOYHO;
BCE MPEyCMOTPEHHbIE ITPOTrPaMMOit
00yueHUsI yueOHBIC 3aJaHUs BHITTOJIHCHEI,
Ka4eCTBO BBINIOJTHEHHUS HA OJTHOTO U3 HHUX HE
OIICHEHO MHHHUMAJIbHBIM YHCJIOM OaIIOB,
HEKOTOPBIC BUJIBI 3aJTAHHI BBITIOJIHCHBI C
omuoKaMu

VY 10BNE€TBOPUTEIBHO

63-74

D — yznoB1eTBOPUTEIBHO — TEOPETUUECKOE
coziepKaHKUe Kypca OCBOSHO YaCTHYHO, HO
TIpoOeITBl HE HOCST CYIIECTBEHHOTO
XapakTepa; HeoOXO0IMMbIE TIPAKTHYECKHUE
HaBBIKM pabOTHI C OCBOCHHBIM MaTepHaioM B
OCHOBHOM c(pOpMHUPOBaHBI; OOIBITMHCTBO
MIPELyCMOTPEHHBIX POrPaMMOi 00yUeHUS
y4eOHBIX 3aJ[aHUH BBIIIOJHEHO, HEKOTOPBIC U3
BBITNTOJTHCHHBIX Sa}IaHI/Iﬁ COACpKaAT OH_II/I6KI/I

Y 10BJIETBOPUTENBHO

50-62

E — mocpezcTBeHHO — TEOpETHUECKOE
COJIepKaHKe Kypca OCBOSHO YaCTHYHO;
HEKOTOPBIC PAKTUYCCKUE HABBIKK PabOTHI HE
c(hOpMHUPOBAHBI, MHOTHE TPEAYCMOTPEHHBIC
y4eOHO mporpaMmoii 00y4eHus yueOHbIe
3aJlaH¥sI He BBHITIOJTHEHBI JTHOO Ka4eCTBO
BBITIOJTHEHHBIX HEKOTOPHIX W3 HUX OIICHEHO
YUCIIOM 0aJUIOB, OJIM3KMM K MUHAMAIEHOMY

3a4uTeHo




HeynoneTBopuresnbHo

21-49

FX — HEeynOBIETBOPUTETHHO — TEOPETHIECKOE
coJiepXKaHne Kypca OCBOGHO YaCTHYHO;
HE0OXOIMMBIE TTPAKTUIECKIE HABBIKH PAOOTHI
C OCBOCHHBIM MaTE€pPHAJIIOM He
c(hOopMHUPOBaHBL;, OOJIBITUHCTBO
NpeyCMOTPEHHBIX Y4eOHOW MporpaMMon
00ydeHHs y4eOHBIX 3a/IaHUI HE BHITIOJTHEHO
7100 KauecTBO MX BBIIIOJHEHHUS OLIEHEHO
YUCIIOM 0aJUIOB, OJIM3KUM K MUHUMAJIEHOMY;
TIPH JOTIOJTHUTEIEHO CAMOCTOSATEIIEHON
paboTe Hax MaTepHaioM Kypca BO3MOXKHO
TTOBBIIIIEHHE KAa4eCTBA BHIIOJIHEHUS YIeOHBIX
3aJaHuN

HeynosneTBopurenbHo

0-20

F — Hey1OBIETBOPHUTENBHO — TEOPETHUECKOE
COJIEpKaHNE Kypca HE OCBOCHO;
HEO0OXOAMMBbIE MPAaKTHYECKHE HAaBBIKU pabOThI
He c()OPMHUPOBAHBI; BCE BBITIOJIHEHHBIC
yueOHbIE 3aJaHusl COJIepIKaT rpyOble OMHOKHY;
JIOTIOJTHUTEJbHAS CAaMOCTOSTENIbHAsI paboTa
HaJ MaTepHaJioM Kypca He TIPUBEAET K
KaKOMY-T100 3HaYMMOMY TOBBIIIIEHHIO
Ka4ecTBa BHIITOIHEHHS YICOHbIX 3aIaHAH

He 3auteno




2. KOHTPOJIBHO-OLEHOYHBIE CPEJICTBA
2.1. OueHo4HbIe CPeACTBA TeKYLIEro KOHTPOJIsl (THIIOBBIE)

Bomnpocs! AJ1s1 ycTHOTO onpoca:

1. JlaiiTe onpeneneHue MOHATHUS «TOKYMEHT.

2. Packpoiite nousitue «JA0OVY». HazoBure mpodeccuoHaabHble TEPMHUHBI U
OTIpeJICJICHHs B 00JIaCTH I€TOMPOU3BOJICTBA.

3. HazoBwute u packpoiiTe GyHKIIUN JOKYMEHTOB.

4. Kakue oCHOBHBIC 3aKOHBI B O0JACTH OpTaHU3AIMH JCIOMPOU3BOJACTBA BbI
3naere? HazoBuTe conepkaHme TmMakeTa OO0S3aTENbHBIX 3aKOHOMATENBHBIX U
HOPMAaTHUBHBIX JOKYMEHTOB B oOsiactu JIOVY.

5. HazoBute mnpaBuna yTBEepXkKIeHUS JOKYMEHTOB. TpebOoBanus U
oopmIIeHHE.

6. Kakue pekBU3UTHI SIBISIIOTCS «HOPUANYECKHA 3HAYUMbIMU»? IlpaBuia ux
opopmiieHus. UTo BKIIIOYAET B ce0s MOHITHE «IIPABOBast OXpaHa JOKYMEHTOBY»?

7. IlpuBeaute mpuMephl TOKYMEHTOB, KOTOPbHIE MOICKAT YTBEPKICHHUIO U HA
KOTOPBIX CTaBUTCS nedarh. Kak opopMIisitoTes mepeyHu Takux T0KYMEHTOB?

8. HazoBute 3akoH, B COOTBETCTBHH C KOTOPHIM O(OPMISIOT PEKBU3UTHI
nokyMeHToB cuctembl OP/I. JlaTa BBeleHHE 1 4TO OH ycTaHaBiuBaeT. HazoBure Bce
PEKBU3UTHI.

9. HazoBure pekBU3UTHI 00IIero OmaHka W OjaHka misa nuchMma. IlpaBmiia
opopmiterns. Kakme Buapl OjaHkoB BBl 3HaeTe? B dem ocoOeHHOCTH OJraHka
JIOJKHOCTHOTO JIAIA?

10. CornacoBanue u BU3UpoBaHKWe. Ha30BUTE BUIBI U CPOKHU COTIIACOBAHUS, U
BU3UPOBAHUE JIOKYMEHTOB.

11. Pacckaxxute O meyaTsAX M IITaMIax MNPEANnpusTHil U opranuzanuid. Ha
KaKuX JOKyMEHTax cTaBsTcs Tedarb? Kakue TpeOoBaHUS MNPEIBbIBISIIOT K
WCIIO0JIb30BaHUIO TrepOoBOI IeyaTu?

12. Packpoiite coaepkaHue TOHATUS «yrpaBieHue». HazoBuTe cucreMsl
JOKYMEHTOB ympaBiieHusi. Packpoiite nonstue «OPJ[l». Kakue rpynmbl U BUJIbI
JIOKYMEHTOB BxoasT B OP/[?

13. Pacckaxxure 00 OCOOEHHOCTSIX SJEKTPOHHOTO JOKYMEHTA, SJIECKTPOHHOU
NEPENUCKU U TPEOOBAHUAX, IPEIBABIAEMbBIX K HEH.

14. B yem ocobGenHocTH OnaHka Juis mrchbMma? HazoBuTe pekBH3WTHI OJaHKa
JUISl TUChbMa U PeKBU3UTHI CITY>KEOHOT0 MUChMA.

15. Yto pernaMeHTHpYET TUIIOBAsI MHCTPYKIUS O JAeI0onpoun3BoacTBy? Jlaiite
XapaKTePUCTUKY OPraHU3alMOHHBIM JOKYMEHTAM U HA30BUTE UX BUJIBI.

16. HazoBure BHIbl WHGOPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JaiTe
XapaKTepUCTHUKY KaxJIoMy BUay. [IpuBenuTe u3BeCTHbIC BaM BUJIbl PETHUCTPALIUH.

17. JlaiiTe = XapaKTepUCTUKY yUPEAUTEIbHBIM JOKYMEHTaM U  YyCTaBy
npeanpusatud. Kakue Buabpl ycTaBoB Bbl 3HaeTE?

18. Jlaiite  xapaktepuctuky AokymeHty «llonokeHue» u  Ha30BUTE
CTPYKTYpPHbIE€ YACTH TEKCTA JOKYMEHTA U €r0 COJIEPHKAHUS.



19. [daiite xapakrepuctuky nokymeHty «uctpykuusy». [IpuBeanre npumepsl.
JlomKHOCTHAsI MHCTPYKIHS, CTPYKTypa Tekcta. Opopmiienue. O3HaKOMIICHHE.

20. [lItatHoe  pacnucanue (OcoOEHHOCTH  COCTaBlieHUs, O(opMIIeHUS.
TpeOoBaHKE K UCTOIB30BAHUIO YHUPUIIUPOBAHHBIX (POPM.

21. ITpaBuia BHYTpEHHEIr0 TPY10BOTO pacnopsiaka u [lonoxenue o nepconaie.

22. ]JlaliTe XapakTepUCTUKY pacloOpsIUTENIbHBIM IOKYyMEHTAM.

23. HazoBute BU/IbI paCIOPSAUTEIbHBIX TOKYMEHTOB U OCOOEHHOCTH KaXJ10TO.
Ha3zoBuTe  CTpyKTypHBIE YacTH TEKCTa  PACIHOPSIAUTENBHBIX  JOKYMEHTOB,
oopmiieHne npeaMOyJIbl U PaCTIOPSIIUTENBHON YacTH.

24. B dem 0coOeHHOCTH CiykeOHbIX mucem? HazoBuTe BHIBI CIyKeOHBIX
nucem. Kakue Tpe6oBaHUs MPEIBABIAIOTCSA K TEKCTY CIY>KEOHBIX muceM?

25. HazoBute mpaBuia oQopMIIEHUS  PEKBU3UTA  «aapecar». Bumisl
aJpecoBaHU.

26. UTO BXOIUT B MOHATHUE «IIPOBEICHUE IKCIIEPTU3HI IICHHOCTH TOKyMEHTa»?

2. PackpoiiTe TOHATHS <«JIOKYMEHTOOOOPOT», «JIOKYMEHTOHOTOKW». JlaiiTe
XapaKTEPUCTUKY KaXXJIOMYy BHAY JOKYMEHTOIOTOKA, YKaXXUTE€ HX OCOOEHHOCTH.
Kakxum oOpazom onpenensieTcss JOKyMEHTOO00POT MPEeAIPUSITHS?

28. Homenknatypa aen. 3Hauenue. CoctaBiieHne. Buibl HOMEHKIATYpPHI.

29. IlogroToBKka JOKYMEHTOB K cJade B BEJOMCTBEHHbINH apxuB. Craya
JOKYMEHTOB B apXuB opraHuzanud. Onucu JOKYMEHTOB, HaxOIAIIMXCS B JeEle.
®dopma u cosiepKkaHue akTa 00 YHUUTOKEHUHU TOKYMEHTOB U JEll.

30. Kakne moxyMeHTHI He mojexar perucrpanuu? Kak u 3auem Benercs yder
TaKUX MOCTYTICHUN?

31. Pacckaxkute 0 BUAAX BXOMSIINUX, MCXOMSIIUX BHYTPEHHHUX JIOKYMEHTaX.
HoxymentoB. IlpuBenutre Gopmbl KypHanbHOM peructpamnuu. Pacckaxute o
peructpanuu ¢ nomombto PKK 1 aBToMaTn3npoBaHHOM.

32. Yto BkmrovaeT B ceOst OHATHE «(POPMHUPOBAHUL» U «ODOPMIICHUSD NIET?
HazoBute npuszHaku opopMiieHus: 00JI0XKKHU Al

33. Cpoku xpaHEeHHs] JOKYMEHTOB B 3aBUCUMOCTH WX 3HaumMocTu. HazoBute
HOPMATHUBHBIA TOKYMEHT, 110 KOTOPOMY OIMPEACIIAIOT CPOKU XPAHECHHUS.

34. Yto BKiIIOYaET B ce0sl MOHATUE «IIOATOTOBKA JOKYMEHTOB K apXHUBHOMY
xpaHeHuto»? OyHKIMH, 3a1a4¥ U OTBETCTBEHHOCTH JK.

TecTsl AJ151 NpOBeIeHUA KOHTPOJIbHOM PadoThI:

1. IpaBujibHasA MOC/EA0BATEIHLHOCTh HANMCAHUA JJ1E€MEHTOB MOYTOBOIO
ajjpeca Ha MOYTOBBIX OTHPABJIECHUAX:

a) MOYTOBBIN UHJIEKC;

0) HaMMEHOBaHUE ajpecara;

B) HOMEp KBAPTHUPBHI;

I') Ha3BaHUE HACEJICHHOTO MMyHKTA;

1) Ha3BaHUe 00J1acTH, Kpasi, peciyOIuKy;

€) CTpaHa;



) HOMED JI0Ma;

3) Ha3BaHUE YJIMIIBL.

2. YHupuuMpoBaHHAs CUCTEMA JOKYMEHTALMU — ITO:

a) cucTeMa JIOKyMEHTAllUM, CO3JJaHHAas M0 €JAMHBIM MpaBWIaM U TPEOOBAHUSIM,
cozieprkaias nHpopmaio, HeoOXOAUMYIO JUIsl YIIPaBJICHUs B ONIpeAeieHHOM cepe
NEATEIIbHOCTH;

0) yaudunupoBaHubie  (QOpMBI  JTOKYMEHTOB, CHCTEMAaTU3UPOBAHHBIE TIO
GyHKUIUAM yIIpaBiIeHUS;

B) COBOKYITHOCTh JTOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C PELIAEMbIMH
JIOKYMEHTaMU;

I') COBOKYITHOCTh JOKYMEHTOB, CBSI3aHHAsl €JIMHOOOpPa3HBIMH TIPAaBHIIAMH
oopmieHusI.

3. Bo3MOKHOCTH MCHOJIB30BAHUS (PAKCMMUJIE KAK COOCTBEHHOW MOANMUCH
perJiaMeHTHPYeTCs:

a) TpaXJaHCKUM KoJieKcoM PD;

0) mpaBUJaMu JEJIONPOU3BOACTBA B (hellepabHBIX OpraHax MCIOIHUTEIbHON
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JIaHKOB COOTBETCTBYET JAaHHbII HA00P PEKBU3UTOB?

a) l'ocymapctBennbiii  rep6  Poccuiickoit  ®enepanun, 1ep0d CcyObekTa
Poccuiickoit  ®denepanuu, sSMOiIeMa OpraHW3ally, TOBAapHBIM 3HAaK (3HAK
o0cITy’KUBaHMUs ), 1aTa, HOMEP, MECTO COCTABIICHUS WU U3/IaHMUS;

0) OJ1aHK MUChMa;

B) oOmIuii OJIaHK;

r) OJJaHK KOHKPETHOTO BUJIa TOKYMEHTA.

S. IlopsiioK HANMCAHKUSA IOYTOBOI0 A/IPpeca YCTAHOBJICH:

a) B IIpaBmiiax genonpous3BoACTBa B (perepanbHbIX OpraHax HCHOJHUTEIbHOU
BJIACTH;

6)B I'OCT P 7.0.97-2016;

B) B [IpaBuiiax oka3aHus yCayT MOYTOBOM CBSI3U.

6. PekBU3UT «BM32a» MOXKET BKJIKHYATh:

a) TOJDKHOCTh BU3HMPYIOIIETO, €ro TMOJNUCH, paciuPpoBKY (MHULIUATBI U
dbamuns) U 1arty;

0) moamnuce, pacuudpposky (d. U. O.), naty;

B) IOJKHOCTb, IOJIMKCH AATy;

T') TOJDKHOCTH, OANUCH, pacmudpoky nmoamucu (D. 1. O.).

7. 'epOoBasi me4yaThb NPOCTABJISAETCH HA MUCbBMAX:

a) pEKJIaMHBIX;

0) HaTTOMUHAHMSX;;

B) NPUTJIAILEHUSX;

I') TapaHTUIHBIX;

1) ”HQOPMAITMOHHBIX.

8. TekcT [OKYMEHTOB COCTABJSKT Ha TOCYJIapCTBEHHOM  si3bIKe
Poccuiickoii ®enepauuu WJIM Ha TOCYAapPCTBEHHbIX HA3bIKAX CYObEKTOB
Poccuiickoit @enepanuu B COOTBETCTBHH C:



a) MpaBUjia JIETOMPOU3BOJICTBA B (DeNECpPATbHBIX OpTraHaX WCHOJHUTEIHLHOM
BJIACTH;

0) 3akoHojaTenbcTBOM Poccuiickoit depeparuu U cyobekToB Poccuiickoi
Qenepaunu;

B) 'C/IOY;

I') TUTIOBOW MHCTPYKIIUEH MO JEIOMPOU3BOCTBRY.

9. [leabI0 cCTAHAAPTU3ANMH TOKYMEHTOB SIBJISIETCS:

a) IOPUIMYECKOE 3aKPEIICHUE PEe3yJIbTaTOB YHU(DHUKAIIUN TOKYMEHTOB;

0) pa3paboTka HOMEHKJIATYPY JIEI;

B) CHCTEMAaTH3aIMs JOKYMEHTOB B OpraHU3alINY;

r) 00eCrieYeHNEe COXPAHHOCTH JJOKYMEHTOB;

1) 3aIUTa KOHPUACHITMATBHOCTH HH(DOpMAIUH.

10. VYkaxkuTe BApPHAHT OTBETOB, B KOTOPOM NPABWJIHLHO Ha3BaHbI
PEKBU3UTHI OJIAHKA MUCHhMA:

a) (repb, »5MOnemMa), KOJ OpraHu3alMyd, HAWMEHOBAHUSA OpraHU3alNH,
CIpaBOYHBIC JaHHBIC OO0 OpraHuU3amuy, KOJA (OPMBI JOKyMEHTa, MECTO JIIs
MPOCTaBIICHUS JaThl JOKYMEHTa, MECTO Il IPOCTABJICHHUS PETUCTPAIMOHHOTO
HOMEpa JOKyMEHTA, CChIIIKa Ha HOMEP U JaTy BXOJSIIETO JTOKYMEHTA;

0) (repb, sMOieMa), HaMMEHOBAaHUsI OpraHW3aIlM{, KOJI OpraHU3alluM, Jara
JIOKyMEHTa, MECTO JIJIsl IPOCTABJICHUS] PETUCTPAIMOHHOTO HOMEpa JJOKyMEHTa, MECTO
U3JIaHUA TOKYMEHTA, CChIJIKa Ha HOMED U JJaTy BXOSIIETO TOKYMEHTA;

B) (rep0d, »MOjeMa), HAMMCHOBAHHUS OpraHM3allid, HAWMCHOBAHUS BHJIA
JIOKyMEHTa, JaTra JTOKYMEHTOB, KOJl (pOPMBI JOKYMEHTA, MECTO ISl MPOCTABIICHHUS
PETHCTPAIIMOHHOTO HOMEpa JOKYMEHTa, CIpPaBOYHBIC IaHHBIE 00 OpraHu3aIluw,
CCBIJTKa Ha HOMEP U JIaTy BXOSIIETO JOKYMEHTA;

r) (repb, sMOieMa), HaMMEHOBAHWS OpraHU3alMHM, CIPABOYHBIC JIaHHBIE 00
opranusauuu, koa opranuzaunu OI'PH, mecTo mys nmpocTaBieHnst 1aThl JOKYMEHTA,
MECTO JJISl POCTABJICHUS PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTa, CChIIIKA Ha HOMED
U JIaTy BXOJISIIETO JTOKYMEHTA, MECTO JUIS 3aT0JIOBKA K TEKCTY.

11. K opranm3anmoHHbIM J0KYMEHTAM OTHOCHTCH:
a) TPOTOKOJI,
0) ycras;

B) MHCTPYKIIUS,
r) TIOCTaHOBJICHUE;
1) TOJOXKECHHE.
12. K pexBHU3MTAM NPUKA3a OTHOCATCS:
a) ajapecar;
0) HauMEHOBAHHME OpTraHU3AIUU;
B) HaMMEHOBAHUE BHUJA JOKYMEHTA;
I) 3arojoBOK K TEKCTY, TEKCT;
1) Tpud yTBEpKIEHHUS,
€) TIOAIUCH.
13. AKTBI CO31210TCS:
a)  KOJUIETHAJIbHO;
0) Ha OnaHKax;



B) Ha COBEIIaHUU,
I) BBIIECTOAIICH OpraHu3alneil.

14. HopmaTMBHBIH aKT, HM31aBaeMblii JIUPEKTOPOM 00pa30oBaTeNIbHOMN
OpPraHM3aluf WIH YYPeKIeHUus, 3T0:

a) MpuUKas;

0) TOJIOKEHHUE;

B) PaCIOpPSKEHUE;
I) pelieHue.

15. Bo Bpemsi MPOU3BOACTBEHHOI0 COBCLIAHMS Y AMPEKTOPa CeKpeTapb
3allChIBAJI BBICTYIUICHHSI W NpHHATHe pemeHus. Kakoil ToKkymeHT cJienyer
0(OpMHTH MO UTOraM 3aceaHus?

a) [Iporokod;

0) pelieHue;

B) paCHOPSKEHHUE;

I') IPOTOKOJI, PELLICHUE U PACTIOPSKEHUE;

1) IO yCMOTPEHHUIO Ha4aJIbCTBA.

16. PexkBu3duTaMu BHELIHEe# CIIPABKH SABJISIETCH:

a) IevaTh,

0) MoaKMCh;

B) HAUMEHOBAHKE BHU/IA JOKYMEHTA;

) aJapecar;

1) HAMMEHOBAaHUE OpTraHU3allN;

€) CChlIKa Ha JaTy PErucTPalMOHHBIA HOMED.

17. ®@akc oTamyaercss OT NUCbMa MO 0OPMJICHHIO TeM, YTO:

a) SIBJISIETCS HE MOJIMHHUKOM, a KOMHEH TOKYMEHTA;

0) COMEPKUT Psi/i TOMIOTHUTEIBHBIX PEKBU3UTOB;

B) meyaraeTcs Ha Tenedakce;

') HE MOXXET OBITh 3aBEPEH MEUATHIO.

18. BbigesnTe M3 KaKuX pPa3esioB COCTOMT TEKCT NMPHMKA3a 10 OCHOBHOM
NeATeJIbHOCTH:

a) KOHCTAaTUPYIOIIUNA U PACTIOPSTUTEIbHBIN;

0) KOHCTATUPYIOIINI U MTOCTAHOBJISIOLTUH;

B) KOHCTAaTUPYIONINI U Mpe/Taraolinii;

I') OCHOBHOM Y KOHCTATHPYIOIIHIA.

19. Bbigeanre, B KaKOM H3 BH/IOB [OKYMEHTOB He IPOCTABJISIIOTCS
PEKBHM3MT HAUMEHOBAHMS BH/1a JOKYMEHTA.

a) 3asBJICHUE;

0) ciry:KeOHO€ MUCHMO;

B) JIOKJIaJIHAsl 3aIiCKa;

T') JOJIKHOCTHAS UHCTPYKITHSI.

20. Pacnpenenure YyKa3aHHble HUJKe [OKYMEHTbl Ha 3 Trpynmbl:
a) OpraHu3anuoHHbIe, 0) pacnopsiANTeIbHbIE, B) HHPOPMAIIMOHHO-CIIPABOYHbIE.

1. Pestome.

2. IO KHOCTHASI HHCTPYKIIMSL.

3. Pacniopsikenue mupekTopa.



4. Cpoaka.

5. [locTanoB€eHUE KOJIJIETUH.

6. UHCcTpyKIMs 1O 1€T0NPOU3BOJICTBY.

7. CnpaBka ¢ MecTa pabOoTBhl.

8. [Ipukas o nmpueme Ha padoTy.

9. lllratHoE pacnucaHue.

10. TpynoBoii 10T0OBOP.

11. IlpurmnameHue Ha BHICTABKY.

12. PernameHr.

21. Kommuccusi mo paccjieloBaHMI0 TI0:Kapa, Mpou3olIealniero B
00pa3oBaTeIbHOM YUpeKAeHUHU, YCTAHOBUIM Psijl (PAKTOB, KOTOPbIE MOCTYKUIU
NpuYMHON moxapa. Kakoil 1OKyMeHT J0/I2KHA COCTABUTH KOMUCCHUA?

a) aKT;

0) cripaBKy;

B) JIOKJIAJHYIO 3aIIUCKY;

') MHCTPYKIIUIO O MPOTHUBOIIOKAPHON OE30MaCHOCTH.

22.  JIOKyMEHT,  ajJpecOBaHHbIii  PYKOBOJAUTEJII0  OpPraHu3aIuM,
cojep:KamMi  00CTOATENbCTBEHHOE M3JI0KEHHEe KaKoro-jimdo Bompoca ¢
BbIBOJIAMH ¥ NMPeEAJI0KEHUSIMHU COCTABJIEHUS, HA3bIBAETCS:

a) aKT;

0) peCTaBICHHUE;

B) JIOKJIaJ{HAsl 3aMMCKa;

T) IpeJIOKEHHUE.

23. JlaToi ci1y:ke0HOT0 NMMChbMAa SIBJISIETCS J1aTa:

a) COCTaBJICHUS,

0) OTIIpaBJICHUS;

B) IOAIIMCAHUS,

T') MOJYYEHUSI.

24. Cnucok MPUCYTCTBYIOIIMX HA 3acedaHuu O(OpPMIIsieTCs] OTAEJIbHO U
NPHJIATaeTcsl K NPOTOKOJIY, €CJIM TAKOBbIX:

a) 6omee 15;

0) 6omnee 10;

B) Ooutee 25.

25. OdopmiieHue o00JI0KKH JAeja s NOCIeAYIOIero XpaHeHUus
onpejessieTcs:

a) CTaHAAPTOM;

0) UHCTPYKIUEN O AEIONPOU3BOICTRY;

B) PAaCMOPSKCHUEM PYKOBOIUTEIIS.

26. DKcnepTH3a HEHHOCTH IOKYMEHTA MPOXOIUT B Tana:

a) YEeThIpE;

0) Tpu;

B) JIBa.

27. HomenkaaTtypa e (pado4uii 3K3eMILIsIp) MOMEIIAKT Ha:

a) CToJIe, MO CTEKIIOM;

0) nBepiie mkada ¢ JOKYMEHTAMH;




B) BHyTPEHHEH CTOpOHE ABEpIIbI mKada ¢ JOKyMEHTaMH.

28. Bce JaucTBhI Jejia TNPH MNOJArOTOBKE HMX K Iepeaade B apXuB
HYMEpPYIOTCH:

a) YepHBIM IPAQUTHBIM KapaHJ1allloM;

0) YepHBIMU YEPHUIIAMU;

B) KPaCHBIM KapaHJaIlIOM.

29. Bxoasimue 10KYMeHTbI PEruCTPUPYIOTCH:

a) MOCJIe 03HAKOMJICHHSI C HUMH PYyKOBOJMTEIIS;

0) B 1epBOI MOJIOBUHE AHS MOTYUCHUS,

B) /10 O3HAKOMJICHHS C HUIMHU PYKOBOIUTEIS.

30. Kaxknasi oOpa3oBaTe/ibHasi OpraHu3amusi 00si3aHa UMeTh:

a) CBOJIHYIO0 HOMEHKJIATYpY;

0) MHAUMBUTyJIbHYIO HOMEHKIIATYPY;

B) TUTIOBYIO HOMEHKJIATYpYy.

31. 3a ckoJAbKO JHeH /10 HCHOJHEHUS] NMPOBOASAT MpeaynpeauTeabHbIH
KOHTPOJIb?

a) Ba;

0) o1uH;

B) TPH.

32. Pa3esiuTe/IsIMH B CIIPABOYHOM KapPTOTEKe CJIYXkKAT:

a) Ha3BaHUA CTPYKTYPHBIX MOAPA3ACIICHUN;

0) HarpaBJICHUS ACATEIHHOCTU MIPEATPUITHS,;

B) THU HEJICJIN, MECAIIa.

33. Ha ucxoasiieM J10KyMeHTe PeKBU3HUT «1aTa) CTABUTCH:

a) COCTaBUTEJIEM JIOKYMEHTA;

0) mpu perucTpanuu;

B) M1OCJIE MOJANUCAHUS PYKOBOJIUTEIIEM.

34. Ecam B jese coaep:KaTcsi JOKYMEHTbI Pa3jiu4HOll LIEHHOCTH, TO CPOK
XPaHEeHHMS YCTAHABJIMBAETCS:

a) OOJBIINH;

0) MEHBIITUH;

B) CPCJTHUM.

3agaHus 11 CaMOCTOATEIbHON PA0OTHI

3aganue 1. OdopMuTh BCe OTMETKH, KOTOpBHIE CTaBSIT Ha JOKYMEHTE B
cootBerctBu ¢ ['OCT P 7.0.97-2016. VYkaxure MECTOPACIONOKEHUS ITHX
pPEKBHU3UTOB Ha Oyanke Gpopmarta A4.

3apanue 2. M300pa3ute cxeMaTHYECKH KIACCH(PUKAITUIO TOKYMEHTOB.

3aganme 3. Beimumumre Ha auct ¢opmara A4 Bce mnpaBuia o(OpMIICHHS
TEKCTa JIOKYMEHTa: HMHTepBajbl, WpupThl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2016.

3ananume 4. CocraBUTh U OQOPMUTH JOKJIAJAHYIO 3alMCKy O HapylIEHUU
TPYZAOBOM JHUCHUUIUIMHBI paOOTHUKOM. Bce peKBU3UTHI U AJIEMEHTHI TEKCTa 100aBUTH
camocTosiTenpHO. Hamucatb OOBSICHUTENBbHYIO 3alMCKy OT HMEHU pabdOTHHUKA,
HapyLIUTENS TPYAOBON JUCLHUIUIMHBIL.



3aganme S. Hanucate 0TBETHOE MHCHbMO-01aroAapHOCTh Ha MO3/PaBIICHHUE.
2.2. OueHoOYHbIE CPeACTBA 1JIs1 MPOMEKYTOUYHOI aTTecTannu (3a4eT)

Bonpocel 1Jis1 NpoBeieHUs 3a4eTa:

1. IToHsiTHE «JIOKYMEHT» U €T0 (PYHKIUH.

2. Knaccudukanms 10KyMEHTOB.

3. CyIIHOCTh M OCHOBHOE Ha3Ha4Y€HHE JOKYMEHTAIIMOHHOTO OOeCIeUYeHUs
JeSTeLHOCTH TeIarora.

4. Cuctemsbl TIOKYMEHTAIUU.

5. 3akoHO/maTenpHass ¥ HOPMATHBHO-METOAUYECKass 0a3a JOKyMEHTAIMOHHOTO
oOecrieueHus1 ypaBJICHUS.

6. @opmymsip TOKyMEHTA.

7. CocTaB peKBU3UTOB JOKYMEHTOB.

8. TpeboBanms K OPOPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeboBaHus k 6J1aHKaM JTOKYMEHTOB.

10. Cuctema JOKyMEHTAIMU B 00pa30BaTeIbHON OpTraHU3alluH.

11. Opranuzanuonnsie J0KyMeHTbl cucteMbl OPJ[. OOmias xapakrepucTuka u
Ha3HAaYeHUE JOKYMEHTOB.

12. Pacnopsanurenbubie JoKyMeHThI cuctemMbl OPJI. O0mias xapakTepuCcTHKa U
Ha3HAaYeHUE JOKYMEHTOB.

13. UndopmanmioHHO-CIIpaBoUHble  MTOKyMeHThl cucteMbl OPJ[.  OOGmas
XapaKTEePUCTHKA ¥ Ha3HAYCHUE TOKYMEHTOB.

14. JlenoBoe MMCHMO KaK OCHOBHOM BHU/I MEPETTUCKH.

15. bnanku s muceM. @opmyIisip 1€I0BOTO MUCHhMA.

16. OcobenHocTH 0(pUIIMaATBHO-AETOBOTO CTUIISI COCTaBICHUS TEKCTa JEI0OBOTO
UChMa.

17. Buapl  cinyeOHBIX ~ MHCEM,  COCTABJISIIOLIME  OCHOBY  J€JIOBOMU
KOPPECTIOH ICHITUH.

18. DnekTpoHHas nepenucKa. DIEKTPOHHBIN IOKYMEHT.

19. Opranuzaiust JOKyMEHTO000pOTa 00pa30BaTEILHON OPraHU3aIINH.

20. ®opMbl  opraHuzanuu pabOThl € JOKyMeHTaMHu. JoKymMeHTOOOOpOT.
JIOKyMEHTOIOTOKMU.

21. ITopsimok 06pabOTKH BXOMSIIMX JTOKYMEHTOB. Perucrparus 10KyMeHTOB.

22. Tlopsmok 06pabOTKH UCXOSIINX JOKYMEHTOB.

23. Ilopsiok paboOThI C BHYyTPEHHUMH JOKYMEHTaMHU.

24. HomenknaTypa Jied.

25. ®opmupoBanue,  ohopmIICHHE,  XpaHEHHWEe Jel B TEKYIIeM
JIeIIOTIPON3BO/ICTBE.

26. YHuukamus 10KyMeHTOB.

27. CrangapTusanus J0KyMEHTOB.

28. Hymepaiysi MHOTOCTPAHUYHOTO JIOKYMEHTA.

29. lIpudTel, KETIHM U MOJIS, TPUMEHSIEMbIE TIPH 0POPMIICHUH JTOKYMEHTOB.

30. Pestome, aBToOMOrpadus, XxapakTepucTUKa: MOHITHE, Ha3HAYEHUE, COCTAB
PEKBHU3UTOB.



31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.

3asBJICHUE: ITOHATHUC, HABHAYCHHUC, COCTAB PCKBU3UTOB.

CJ'IY)K@GH&H 3aIIMCKa: IIOHATUC, HA3HAYCHHC, COCTAB PCKBHU3UTOB.
OOBscHHUTENIbHAS 3aM1CKa: IMOHATHUEC, HASHAYCHHUC, COCTAB PCKBU3HUTOB.
I[OKH&I[HEISI 3aIIMCKa: IMOHATHUC, HA3HAYCHHUC, COCTAaB PCKBU3UTOB.
CnpaBKa: INOHATHUC, HASHAYCHHUC, COCTAB PCKBU3HUTOB.

AKT, IMIPOTOKOJI: ITIOHATUC, HA3HAYCHUC, COCTAB PCKBU3UTOB.

HpI/IKa3, PACIIOPAIKCHUC: ITIOHATHC, HA3HAYCHHUC, COCTAB PCKBU3UTOB.
HpI/IKa3 I10 IMYHOMY COCTaBy: IIOHATHC, HABHAYCHUC, COCTAB PCKBU3HUTOB.
YCTaB, ITOJIOKCHUC: IIOHATUC, HA3HAYCHUC, COCTAB PCKBU3UTOB.
I[OJ'DI(HOCTHaH HHCTPYKOHA: IIOHATHUC, HA3HAYCHUC, COCTAB PCKBU3UTOB.
I/IHCTPYKI_II/IH Imo ACIOIIPOMU3BOACTBY: IIOHATHUC, HA3HAYCHUC, COCTAB

PEKBHU3UTOB.

42.
43.
44,
45.
46.

[IpaBuna: noHsTHE, HA3HAYEHHE, COCTAB PEKBU3UTOB.

KomieKTuBHBIN 10rOBOp: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.
Oco0GeHHOCTH COCTaBIEHMSI TEKCTA TPOTOKOJIA.

OcoOeHHOCTH COCTaBIEHMsI TEKCTA IIPUKA3a.

PexkBusutsl rep0, sMOiemMa, TOBapHBIM 3HAK (3HAK OOCIYyXUBaHUA), KOA

(bOopMBI TOKYMEHTA.

47.

PexBu3uT HaumMeHOBaHHE opraHm3ann, HAUMCHOBAHUC CTPYKTYPHOI'O

nmoApasaACJICHUA, HAMMCHOBAHUC NOJIDKHOCTH JIUIIA.

48.
49.
50.
o1.
52.

PexBu3uT cripaBoOYHBIEC JaHHBIE 00 OpraHU3alUU.

PexBu3uT HaMEeHOBaHKE BUa JOKYMEHTA.

PexBu3uT nara 1oKymeHTa.

PexBu3HUT perucTpalimOHHbIA HOMEP TOKYMEHTA.

PexBU3UT CChUIKA Ha PETHCTPALMOHHBIN HOMEP U JAAaTy MOCTYMHUBIIETO

JIOKYMEHTA.

53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.

PexBU3UT MeCTO cocTaBiieHUs (M3/1aHMs) TOKYMEHTA.
PexBu3ut rpud orpaHuueHUs JOCTYIA K JOKYMEHTY.
PexBusut agpecar.

PexBu3ut rpud yTBEepKACHUS JOKYMEHTA.

PexBU3UT 3aroj0BOK K TEKCTY.

PexBHU3UT TEKCT TOKYMEHTA.

PeKBU3UT OTMETKA O MPUIIOKEHHH.

PexBu3ut rpud coriacoBaHus JOKYMEHTA.

PexBu3ut Bu3a.

PexBu3uT noamnmcs.

PexBu3UT 0TMETKA 00 3JIEKTPOHHOM TMOIHUCH.
PexBu3ut neyats.

PekBu3uT otMeTKa 00 HCIIOTHHUTEIIE.

PexBu3uT OTMETKA O 3aBEpPEHUU KOMUMU.

PexBu3UT OTMETKA O MOCTYIUICHUU JOKYMEHTA.
PexBu3UT pe3osronus.

PexBU3UT OTMETKA O KOHTPOJIE.

PexBU3UT OTMETKA O HaMpaBJICHUU JOKYMEHTA B JIEJIO.



