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1. HACIHOPT ®OHJIA OHEHOYHbIX CPEACTB

1.1. Ilepeyenp KoMmmeTeHUHUiIl, (OPMHUPYEMBIX B Mpolecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHOI NPOrpaMMbI
[Iporiecc ocBOEHHS TUCIUILUIMHBI HAMpaBlieH Ha (OpMHUpPOBAHHE CIEIYIOIINX
KOMIIETEHIIMHA ¥ MHAUKATOPOB UX JTOCTHKEHHS:

Kox mo ®I'OC BO | NuHaukaTop 10CTHKEHHUS

YHuBepcaabHbIe

YK-4 YK-4.1

Crniocoben OCYLLIECTBIIATh nenoByto | OcyliecTBisieT  JICJIOBYI0O ~ KOMMYHHUKAIIMIO

KOMMYHHMKAIIMI0O B YCTHOM U THCHMEHHOM | BYCTHOM W  NHCbMEHHOM  (Qopmax Ha

dopMax  Ha  TOCYNapCTBEHHOM  SI3BIKE | TOCYAapCTBEHHOM SI3BIKE Poccuiickoii

Poccutickoit ®denepanun 1 nHOCTpaHHOM(BIX) | Deaepanun

A3bIKe(ax)

1.2. Dranbl (opMHupOBaHUSI KOMIETEHIWH W CpeICTBA OLEHUBAHHUS
YPOBHS UX ¢OPMHPOBAHHOCTH

. KoHTpO/IbHO-0LIeHOYHBIE

Jransbl popmupoBaHusa KomnereHun | Komnerenuun

cpeacTna / cnocod OneHnBAHUS
Tema 1. Teopernko-npaBoBbIe u | YK-4 BeicTynuieHne Ha DPaKTUYECKHUX
HOPMaTHUBHBIE OCHOBBI 3aHATHUSAX, YCTHBIA OIPOC
JIOKyMEHTAllHOHHOT O obecrnieueHus
yIPaBJIEHUS
Tema 2.  Crammaptuzammst — npomecca | YK-4 BeicTynuieHne Ha DPaKkTUYECKHX
JIOKYMEHTHPOBAHHUS 3aHATHSX, YCTHBIA OMpPOC
Tema 3. Cucrema opranuzanuonHo- | YK-4 BeicTynuieHne Ha DPaKkTUYECKHX
pacnopsAMTENbHON JOKYMEHTAUU 3aHATHSX, YCTHBINA OMPOC
Tema 4. JlenoBoe nucbMo Kak ocHOBHOM | YK-4 BeicTymieHMe Ha IPAKTUYECKUX
BU/J IEPEITUCKU 3aHSATHUSIX, YCTHBIA OMpOC
Tema 5. Opranuszanus JokymeHtoobopora | YK-4 BeicTyneHre Ha NPakTHYECKHX
00pa3oBaTesIbHOM OpraHu3aluu 3aHSATHUSIX, YCTHBIA OMpPOC
Texymas arrecranus YK-4 KonrtponsHas pabora
IIpome:xkyTouHas arrecranus YK-4 3auer

1.3. Onucanue nokazareseil GopMupoBaHUs KOMIIETEHIUH

Ko komMnereHuun Pe3yibTarhl CPOPMHPOBAHHOCTH

YK-4 3HAeT: TEOPETUYECKHE OCHOBBI JOKYMEHTAIIMOHHOTO OOECIICYCHUS
yIOpaBJIEHUs, €ro TEPMUHOJOTHIO M 3a/auyM; CBOMCTBA, (YHKIMU U
NpU3HAKW JOKYMEHTa; CIOCOObl M CpeACTBa JOKYMEHTHPOBAHUS,
KJacCU(UKALMIO BHJIOB JOKYMEHTOB; CTPYKTYpPY JOKYMEHTOB U
HOpPMaTUBHBIE TPEOOBAHUS K UX COCTABIIEHUIO U O()OPMIIEHHUIO.

Ymeer: cocTaBisATh M O(GOPMIIATH JOKYMEHTBI, HCIIOJIb3yeMble B
npodeccuoHaNbHOM  JEeSATeNbHOCTH TeAarora B COOTBETCTBUU  C
YCTAHOBJICHHBIMH  TpeOOBaHUAMHM, B TOM  4YHCI€  HCIOJIb3Ys
MH(OpPMaLIMOHHbIE TEXHOJIOTHH.

Brnaneer HaBbIkamMM: COCTaBJIeHHS W O(OPMIICHHS DPA3TUYHBIX BHUIOB
JOKYMEHTOB TpPaJULMOHHBIM CIIOCOOOM U B 3JEKTPOHHOM BUJE,
HaBBIKAMU JIEJIOBBIX KOMMYHHUKALMI B YCTHOW UM MHUCbMEHHOU (hopMe Ha




| pycckom si3bike.

1.4. Kpurtepuu oueHUBAHUS

¢bopmupoBanus

KOMIIeTeHI M

Ha PpasdblX ITanax

HX

Bup yueoHoii paboTbl

KoanuecTBO
0aJJ10B

101010

3900

Brimonnenune u 3a1uTa IMpakKTH4YCCKUuX pa60T

40

45

KonTponbnas pabota

15

15

KonTponb caMocTosTenbHON paboThl

20

20

YcTHBIN 3aueT

25

20

Bcero

100

HakonureabHas cucreMa oneHuBanus no 100-0a1ianHoH MIKAaJIe

YeToipexoalibHaA
CHCTeMa OLleHHBAHUSA
JK3aMeHa

100-6a1s1bHaAR
IKaJa

BykBeHHas mikaJa, coorsercTByomas 100-
0a/lJIbHO HIKaJIe

Cucrema
OLCHUBAHUS
3a4era

OTaN4YHO

90-100

A — OTJINYHO — TEOPETHYECKOE CONCPIKAHHIE
Kypca OCBOCHO IOJHOCTEI0, 6e3 po0eioB;
HEo0XOJUMbIe IPAKTHYECKUE HABBIKU PaOOTHI
C OCBOCHHBIM MaTepHaoM c(hOPMHUPOBAHB;
BCE IPEIyCMOTPEHHBIE POrPaMMOii
00yueHHs yueOHBIC 3a1aHUS BHIIIOJIHCHBI,
Ka4yCCTBO MX BBIIIOJIHCHUA OLICHCHO YHCJIOM
6aJu10B, OJIM3KUM K MAKCHMAIBHOMY

Xopowo

83-89

B — oueHb X0OpOLIO — TEOPETUUECKOE
cofiep’KaHuE Kypca OCBOEHO MOJIHOCTBIO, 0€3
npo0eoB; HEOOXOJUMBbIE TPAKTUYECKHE
HaBBbIKH pa6OTI)I C OCBOCHHBIM MaT€pHajioM B
OCHOBHOM c(hOPMHPOBAHBI; BCE
IIPeAyCMOTPEHHbIE IPOrpaMMON 00ydeHH s
yueOHbIe 3a7]aHusI BBIITOJTHEHBI, KAYECTBO
BBINOJTHEHHS OOJIBIINHCTBA U3 HUX OLIEHEHO
YHUCIIOM 0aJIIOB, OJIM3KUM K MaKCHMaJIbHOMY

Xopouio

75-82

C — X0OpOIII0 — TEOPETUUECKOE COJICPIKAHIE
Kypca OCBOCHO MOJHOCTHIO; HEKOTOPHIC
NPaKTUYECKUE HABBIKU PAOOTHI C OCBOCHHBIM
MaTepHaaIoM CPOPMHUPOBAHBI HEJOCTATOUHO;
BCE MPEAYCMOTPEHHBIC MPOrPaMMOi
00y4eHHsT yueOHBIC 3a1aHHUS BHIIIOJHEHBI,
Ka4yeCTBO BBIITOJIHEHNS HU OJHOIO U3 HUX HE
OIIEHEHO MUHHMMAaJIbLHBIM YHCIIOM OaJlIOB,
HEKOTOPHIC BUBI 3aJIAHII BBITIOJHEHEI C
OLIMOKaMU

Y,HOBJ'IGTBOpI/ITCJ'H)HO

63-74

D — y1oBneTBOpUTEIBHO — TEOPETHIECKOE
COJIep’KaHUe Kypca OCBOCHO YaCTUYHO, HO
po0eITbl He HOCST CYIECTBEHHOTO
XapakTepa; He0OXOJUMBbIE IPAKTUUECKHE
HaBBIKH PaOOTHI C OCBOCHHBIM MAaTEPHAJIOM B
OCHOBHOM c(hopMUpOBaHbI; OOJBIINHCTBO
MIPEIyCMOTPEHHBIX IPOTPaMMON 00yIEeHHUS
y4eOHBIX 33JaHUI BBITIOITHEHO, HEKOTOPHIE U3
BBINIOJTHEHHBIX 3aJIJaHUH COJIEP KaT OMIHOKH

Y 10BIETBOPUTEIIHHO

50-62

E — mocpeacTBeHHO — TeOpeTHIECKOe
CoZIepKaHue Kypca OCBOCHO YaCTHYHO;
HEKOTOPbIE MPAKTUYECKUE HABBIKK PabOThI HE

3aureno




c(OpMHUPOBAHBI, MHOTHE TIPETYCMOTPEHHEIC
y4eOHO#l mporpaMMoii 00y4eHus yaeOHbIe
3aJlaHus HE BBITIOJHEHBI JTHOO KaYeCTBO
BBITIOJTHEHHBIX HEKOTOPBIX U3 HUX OLIEHEHO
YHCIIOM 0aJJIOB, OJM3KUM K MHHAMAJILHOMY

HeynosneTsoputensHO

21-49

FX — HEeyIOBJIETBOPUTENBEHO — TEOPETHIECKOE
coziepkaHue Kypca OCBOSHO YaCTUYHO;
HEOO0XOINMBIE TIPAKTHYECKUE HABBIKH PaOOTHI
C OCBOCHHBIM MaTEpHaJIOM HE
c(OpPMHPOBAHBL; OOIBITHHCTBO
MIPEeIyCMOTPEHHBIX Y4eOHOH mporpaMMon
o0y4deHHs yaeOHBIX 3a/IaHUI HE BHITIOTHEHO
700 Kau4eCTBO MX BBHITIOJHCHHUS OLICHEHO
YHCIIOM OaJJIOB, OJIM3KUM K MUHUMAJIBHOMY
TIPY JIOTIOJIHUTEIIBHO CaMOCTOSATENBbHOM
paboTe Ha/l MaTepraIoM Kypca BO3MOXKHO
TIOBBIINICHHUEC Ka4YCCTBA BBIIIOJTHCHUA y‘-Ie6HI>IX
3alaHui

HeynosnerBopurensHo

0-20

F — HEeyJ0BIETBOPUTEIBHO — TEOPETUUECKOE
coziepkaHue Kypca He OCBOEHO;
HEo0XOJUMbIE IIPAKTHYECKUE HABBIKU PaOOTHI
He cOpMHUPOBAHbI; BCE BHIIOJHCHHBIC
y4eOHbIe 3aIaHMs COMIepKAT TPyObIe ONTHOKH;
JOTIOJIHUTENBHASL CAMOCTOSTENNbHAs paboTa
HaJ| MaTepHaIoM Kypca He IIPUBEIeT K
KaKOMY-JH00 3HAYMMOMY MOBBILICHHIO
Ka4yecTBa BBIIIOJIHEHHs YUSOHBIX 3aJaHUH

He 3auteno




2. KOHTPOJIBHO-OIIEHOYHBIE CPEJICTBA
2.1. OueHo4YHbIE CPEACTBA TEKYLIEro KOHTPOJIsl (TUIIOBbIE)

Bomnpocsl UIs1 yCTHOTO onpoca:

1. JlaiiTe onpeneneHue NOHATHUS «TOKYMEHT.

2. Packpoiite nousitue «J10VY». HazoBure mpodeccroHasbHble TEPMHUHBI U
orpejeieHus: B 00JaCTH eJIONPOU3BOJICTBA.

3. HazoBure u packpoiite QyHKIIUU JOKYMEHTOB.

4. Kakue oCHOBHbIE 3aKOHBI B OOJIACTH OpraHU3AlMK JEJIONPOU3BOJICTBA BbI
3Haere? HazoBuTe coaepkaHue TMakeTa o00s3aTENbHBIX 3aKOHOJATENbHBIX U
HOPMATHUBHBIX JOKYMEHTOB B oOactu JJOVY.

5. HazoBute mpaBuia  yTBEpXKACHUS  JOKYMEHTOB. TpeboBaHus U
oopMIICHHE.

6. Kakue peKBU3UTHI SIBIAIOTCS «IOPUAWYECKH 3HAYMMBIMI»? [IpaBuia ux
oopmienus. UTo BKIIOYAET B c€0s MOHIATHE «IIPaBOBasi OXpaHa JOKYMEHTOB)»?

7. llpuBeaute nmpuMepsl TOKYMEHTOB, KOTOPBIE MOJJIEKAT YTBEPKICHUIO U HA
KOTOPBIX CTaBUTCS Nedarh. Kak opopMIIIOTCS NepeyHn TaKuX JOKYMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBUU C KOTOPHIM O(QOPMIISIOT PEKBU3HUTHI
nokymeHToB cucteMbl OP/I. Jlata BBeleHHE U YTO OH ycTaHaBiuBaeT. Ha3oBure Bce
PEKBU3HTEI.

9. HazoBure pekBu3uTHI 0oO0mIero Onanka w OjaHka mis muchkMa. IlpaBuma
opopmiterusi. Kakue Buabl OnaHKOB Bl 3HaeTe? B deM ocoOGeHHOCTH OnaHKa
JOJDKHOCTHOTO JIuia’?

10. CornacoBanue u Bu3MpoBanue. Ha3oBure BUAbI U CPOKU COIVIACOBAHUS, U
BU3UPOBAHKUE TOKYMEHTOB.

11. Pacckaxxute O medyaTsx W IITaMIax MOpPeanpuUsTHl W opranuzauui. Ha
KaKuX JIOKyMeHTax crTaBsTcs mnedarb? Kakue TpeOoBaHUS NPEABSBISIOT K
UCITI0JIb30BaHUIO repOoBOil mevatu?

12. PackpoiiTe conepikaHue TOHSATUS «ympaBieHHe». HazoBuTe cHCTEMBI
NOKyYMEHTOB ympaBieHus. Packpoiite nonstue «OP[]». Kakue rpymnmbel u BHIbI
JIOKYMEHTOB BxoAsT B OP/]?

13. Pacckaxxutre 00 OCOOEHHOCTSIX 3JEKTPOHHOTO JOKYMEHTA, JJICKTPOHHOU
NEPENUCKU U TPEOOBAHUSX, MPEIbIBISIEMBIX K HEH.

14. B yem ocobOenHoctu OnaHka s mucbMma? HasoBuTe pekBU3UTHI OJlaHKa
JUISL IMChMa U PEKBU3UTHI CITyKEOHOTO MHUChMA.

15. Yto pernaMeHTHpPYET TUIIOBAsI MHCTPYKIMS MO Jeonpon3BoacTBy? JlaliTe
XapaKTEPUCTUKY OPTraHU3aMOHHBIM JOKYMEHTAM U Ha30BUTE UX BUJBIL.

16. HazoBute Buabl UHGOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JailTe
XapaKTEPUCTUKY KaxaoMy Buay. [IpuBenuTe u3BecTHbIC BaM BUIbl PETUCTPALUU.

17. JlaiiTe ~ XapaKTepUCTUKY YyUpPEAUTENIbHBIM JOKYMEHTaM U  YCTaBy
npeanpusatusd. Kakvue BUJIbl yCTaBOB Bbl 3HAaETE?

18. Jlaiite  xapaktepuctuky aAokymeHty «llojokeHue» ©  Ha30BUTE
CTPYKTYpPHBIEC YACTH TEKCTA JOKYMEHTA U €r0 COJICPHKAHUS.



19. JlaiiTe xapakTepucTuky AokymeHTy « MHCTpykius». [IpuBeaute npumepsl.
JlomKHOCTHAS MHCTPYKIHS, CTPYKTypa Tekcta. Odopmierue. O3HakOMIICHUE.

20. lltatnoe  pacnucanne OCOOEGHHOCTH  COCTaBICHHUS, O(OPMIICHHS.
TpebGoBanue K UCIIOJIB30BAHUIO YHUDHUITUPOBAHHBIX (HOPM.

21. TlpaBuna BHYTpEHHETO TPY0BOIO pacnopsiika u [lonoxxenue o nmepconasie.

22. JlaliTe XapakTepUCTUKY PaCTOPSTUTEIbHBIM IOKYMEHTAM.

23. HazoBute BUIBI paCIOPSAUTENBHBIX JOKYMEHTOB U OCOOCHHOCTH KaXJI0TO.
Ha3zoBute CTpyKTypHBIE 4YacTH TEKCTa  PACHOPSIUTENbHBIX  JOKYMEHTOB,
odopmiieHrE peaMOyIIbl U pACTIOPSAUTEILHON YacTH.

24. B yeM 0coOE€HHOCTH CIyXeOHBIX TuceM? HazoBuUTE BUIBI CITY>KEOHBIX
nuceM. Kakue TpeGoBaHuUs MPEABSIBISIIOTCS K TEKCTY CIY>KEOHBIX MuceM?

25. HazoButre mpaBwia oGOpMIICHHS  PEKBU3UTA  «ajapecar». Bumisel
a/IpeCOBaHMSI.

26. UTO BXOIUT B MOHATHE «IIPOBEICHUE IKCIIEPTU3HI IICHHOCTH IOKyMEHTa»?

27. PackpoiTe TOHATHSA <«JIOKYMEHTOOOOPOT», «IOKyMEHTOMOTOKM». JlaiiTe
XapaKTEPUCTUKY KaXIOMy BHAY JOKYMEHTOIIOTOKA, YKaXXUTE€ HX OCOOEHHOCTH.
Kakum oOpaszom onpenensiercs 10KyMEHTOO00POT NPEapUsTUS?

28. Homenknatypa nen. 3Hauenue. Cocrapienue. Buibl HOMEHKIATYpBHI.

29. IlogrotoBka JOKYMEHTOB K cJade B BEIOMCTBEHHbIM apxuB. Crnaua
JOKYMEHTOB B apXWB opraHu3anu. Onucu JTOKYMEHTOB, HaxOIAIIUXCSA B JeEIe€.
®dopma u conepkaHue akTa 00 YHUYTOKEHUHU JOKYMEHTOB U JIE.

30. Kakne nokymMeHTHI He mojsiexar perucrpanun? Kak u 3auem BegeTcs yder
TaKuX MOCTYIUICHHN?

31. PacckaxuTe 0 BHIAX BXOJAIINX, HUCXOIAIIMX BHYTPEHHUX TOKYMEHTaX.
HoxymenToB. IlpuBenutre Gopmbl KypHalbHOW perucTpanuu. Pacckaxure o
peructpanuu ¢ nomousro PKK u aBromaTtusnpoBanHoi.

32. Yto BkitOYaeT B ceOs MOHATHE «(HOPMUPOBAHUS» U «ODOPMIICHUSD N1E?
HazoBute npuszHaku opopmMiieHUs: 00JI0XKKH JEII.

33. Cpokn xpaHeHHs] JOKYMEHTOB B 3aBUCUMOCTH MX 3HaumMocTu. HazoBute
HOPMATHUBHBIN JOKYMEHT, 10 KOTOPOMY OIPEACIISIOT CPOKH XPaHEHHUSI.

34. Yto BKIIOYAET B C€OSl MOHITHE IOATOTOBKA JIOKYMEHTOB K apXUBHOMY
xpaHeHno»? OyHKIMY, 3a1a41 1 OTBETCTBEHHOCTh K.

TecTbl 1J151 NpOBeIeHU KOHTPOJIbHOI Pa0dOThI:

1. IpaBWibHAs MOCJE€I0BATEIBLHOCTh HANMNCAHUS IJIEMEHTOB IMOYTOBOIO
ajjpeca Ha NMOYTOBBIX OTNPABJIEHUAX:

a) MOYTOBBIN UHJIEKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEpP KBApTHUPBHI;

I') HA3BaHHUE HACEJIEHHOTO MyHKTA;

J1) Ha3BaHUE 00J1aCTH, Kpas, pECIyOJINKY;

€) CTpaHa;



’K) HOMED JIOMa;

3) Ha3BaHUE YJIMIIBL.

2. YHuuuupoBaHHas CUCTEMA JOKYMEHTALMHU — 3TO:

a) cucTemMa JOKYMEHTAIIMH, CO3/IaHHas M0 €AMHBIM IpaBWIaM U TPeOOBaHUIM,
coaepkariast HGOpMaIKIo, HEOOXOIUMYIO JIJIsl yIPaBICHHS B OINpeeTeHHON cdepe
NEATEIBHOCTH;

0) yauduiupoBaHHsie  GOpMBI  TOKyMEHTOB, CHCTEMaTH3WPOBAHHBIE TIO
(GYHKIUAM YIIpaBJICHUS;

B) COBOKYITHOCTh JIOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUM C PEIIAEMbIMU

JIOKYMEHTaMU;
I') COBOKYITHOCTb JIOKYMEHTOB, CBSI3aHHAas €JAMHOOOPa3HBIMH  IpaBUJIAMH
oopMIIECHUS.
3. Bo3MOKHOCTH MCHOJIB30BAHUS (PAKCMMUJIE KAK COOCTBEHHOM MOANMMCH
perjiaMeHTUPYeTCs:

a) TpaXxJaHCKUM KoJiekcoMm PD;

0) mpaBUJIaMu J€JIOMPOU3BOACTBA B (peiepanbHBIX OpraHax HCIOJIHUTEIbHOU
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JIAHKOB COOTBETCTBYET JAHHbIN HA00P PEKBU3UTOB?

a) l'ocynapcrBennsiii  repd  Poccuiickoii  ®enepauuu, repd cyObekrTa
Poccuiickoit  denepanuu, -smOnema opraHu3aluM, TOBapHBIM 3HAK (3HAK
oOCIIyK1BaHUs), JaTa, HOMEP, MECTO COCTABJICHUS WM U3/1aHUS;

0) OJ1aHK TTUCHMa;

B) 001IMii ONaHK;

r) OJJTaHK KOHKPETHOTO BHJIa JOKYMEHTA.

5. Ilopsinok HAMUCAHMS IOYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [lpaBmiax nenompous3BOJCTBAa B (helepalbHBIX OpPraHax HCHOJHHUTEIHHOM
BJIACTH;

6)B 'OCT P 7.0.97-2016;

B) B [IpaBuiax okazaHus ycayr mOYTOBOM CBS3H.

6. PexkBU3NMT «BU32» MOKET BKJIKOYATh:

a) TOJDKHOCTh BU3HMPYIOLIETO, €ro MOJANUCH, PacM(PpOBKY (MHULUAIBL U
dbamunus) u nary;

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

B) JIOJDKHOCTB, IIOJIUCH JaTy;

T') IOJDKHOCTD, OMNMUCH, pactmdpoBky noamnucu (d. U. O.).

7. 'epOoBasi ne4yaThb NPOCTABJISAETCS HA MUCHMAX:

a) peKJIaMHbIX;

0) HaIIOMUHAHUSX;

B) MPUTJIAIICHUSX;

I') rapaHTUITHBIX;

1) ”HGOPMALIIOHHBIX.

8. Teker [OOKYMEHTOB COCTABJSKOT HA TOCYIapPCTBEHHOM  SI3bIKE
Poccuiickoii ®Degepanmy WM Ha TOCYJAPCTBEHHBIX $3BIKAX CYObEKTOB
Poccuiickoit @exepanyu B COOTBETCTBHH C:



a) MpaBUjia JIENONPOU3BOJICTBA B (heepalibHbIX OpraHax MCIOIHUTEIbHON
BJIACTH;

0) 3akoHoxarenscTBOM Poccuiickoit ®exepanun u cyowbekToB Poccuiickoit
denepannu;

B) [CHOY;

') TUIIOBOM MHCTPYKIIMEHN IO IEJIONPOU3BOJICTBY.

9. lesbI0 CTAHIAPTU3AIUM TOKYMEHTOB SIBJISIETCS

a) IOPUJINYECKOE 3aKPEIUICHUE PE3YIbTATOB YHU(DUKAIIUU JOKYMEHTOB;

0) pa3paboTka HOMEHKJIATYPY JIeT;

B) cUCTeMaTH3allks JOKyMEHTOB B OpraHU3alluy;

r) oOecrie4eHre COXPaHHOCTH JOKYMEHTOB;

1) 3aInUTa KOHGQUICHIIMATHFHOCTH HH(OOPMAIIHH.

10. VYkaxkuTe BaApPHAHT OTBETOB, B KOTOPOM MNPABWIbLHO Ha3BaHbI
PEKBU3HUTHI OJIAHKA MUCHbMA:

a) (rep6, »MOnema), KOJ OpraHu3aluyd, HAUMEHOBAHUSI OpTraHU3allUU,
CIpPaBOYHBIC JaHHBIE OO0 oOpraHu3amuu, KOA (GOPMBI TOKyMEHTa, MECTO IS
MPOCTABIICHUS MaThl JOKYMEHTa, MECTO [JIi TPOCTABJICHHUS PETUCTPAIMOHHOTO
HOMEpA IOKyMEHTA, CChIJIKa Ha HOMEP U JaTy BXOJSIIETO TOKYMEHTA;

0) (repdb, 5MmOsiemMa), HaMMEHOBAHMSI OpraHU3alMU, KOJI OpraHu3alluM, JaTa
JTOKyMEHTA, MECTO JIJIsl POCTABJICHHS PETUCTPAITMOHHOTO HOMEpa JOKyMEHTA, MECTO
U3JIaHUS IOKYMEHTA, CChIJIKa Ha HOMEP U JIaTy BXOSIIETO TOKYMEHTA;

B) (rep0, omMOnema), HAMMEHOBAHMUS OpraHU3AIMKM, HAUMEHOBAHUS BHUA
JIOKyMEHTA, JaTra JOKYMEHTOB, KOJ (POpMBI JTOKYMEHTa, MECTO JUIsl TIPOCTaBIICHUS
PETHCTPAllMOHHOTO HOMEpa JIOKYMEHTa, CIpPaBOYHBIE JaHHBIE 00 OpraHu3aIlu,
CChUIIKA Ha HOMEP M JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, HMOiema), HAaMMEHOBAHUS OPTAHMU3AIMHU, CIPABOYHBIE JAaHHBIE 00
opranusanuu, koa opranuzaunu OI'PH, mecTo s nmpocTaBieHnst 1aThl JOKYMEHTA,
MECTO JIJISl POCTABJCHUS PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTa, CChIIKAa Ha HOMED
U ATy BXOJSIIETO JOKYMEHTa, MECTO JIs 3aT0JIOBKA K TEKCTY.

11. K opranu3anmoHHbIM JOKYMEHTAM OTHOCATCS:
a) TPOTOKOJI,
0) ycrTas;

B) HMHCTPYKLHS,
r) T[OCTaHOBJICHHUE;
1) TOJOXKECHUE.
12. K pekBM3MTaM NMPUKA3a OTHOCATCS:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3aAIINU;
B) HauMMEHOBAaHWE BUJA JOKYMECHTA,
I) 3arojloBOK K TEKCTY, TEKCT;
n) rpud yTBEpKICHUS;
€) TOJMMCH.
13. AKTBI cO31aK0TCH:
a) KOJUICTHAJIBHO;
0) Ha OnaHkax;



B) Ha COBCIAHWH;
I)  BBIIECTOALICH OPraHU3AIUEH.

14. HopmaTuBHBI aKT, HM3AaBaeMblii JMPEKTOPOM 00pa30BaTeJIbHOM
OPraHU3alMU WIH YUPE:KIeHUsl, 3TO:

a) MpuUKas;

0) TIOJOXKCHHE,

B) PpACIOPSIKEHUE;
I) pelieHue.

15. Bo BpemMsi NpOU3BOACTBEHHOI0 COBENIAHMS y JAMPEKTOPA CeKpeTaphb
3allUChIBAJI BBICTYIUICHUSI U NpPHUHATHE pemieHusi. Kakoil TOKymMeHT ciiexyer
0(p)OpMHTH MO UTOraM 3acelaHus?

a) [Iporokou;

0) pelieHue;

B) paclopsHKEeHHE;

I') IPOTOKOJI, PEIICHUE U PACTIOPSKEHUE;

1) IO yCMOTPEHHUIO HAYaJIbCTBA.

16. PexkBu3uTAMM BHElIHEH CIIPABKHU SIBJISIETCS:

a) Ievarh;

0) IOAINCE;

B) HAUMEHOBAHUE BUJIA JOKYMEHTA;

r) agpecar;

1) HAMMEHOBaHUE OpPraHU3aLlu;

€) CCBUIKA Ha JaTy PErHuCTPalMOHHBIA HOMED.

17. ®@axkc oTiin4aercsi OT NMCbMA MO0 0()OPMIIEHHIO TEM, YTO:

a) SIBJISIETCS HE MOJJIMHHUKOM, a KOIUEN TOKYMEHTA;

0) COEP>KUT PsiZ JOTIOJIHUTEIbHBIX PEKBU3UTOB;

B) meyaraercs Ha Tenedakce;

') HE MOXKET OBITh 3aBEPEH MEUATHIO.

18. BbigesnTe M3 KaKUX pa3esioB COCTOMT TEKCT NMPHUKA3a 10 OCHOBHOM
NesITeJIbHOCTH:

a) KOHCTaTUPYIOUIUHI U pacloOPsANTENbHbIN;

0) KOHCTATUPYIOIIUIA U TTOCTAHOBJISIIOIIINIA;

B) KOHCTATUPYIOLIUHI U MpeIaratoniuii;

I') OCHOBHOU M KOHCTATUPYIOIIHA.

19. Bbizenure, B KaKOM H3 BHAOB [J0KYMEHTOB He€ IPOCTABJISIOTCS
PEKBU3UT HAUMECHOBAHMS BHU/IA TOKYMEHTA.

a) 3asBJICHUE;

0) ciry>keOHOE TTUCHEMO;

B) JIOKJIaIHAs 3aIIUCKa;

I') TOJ>KHOCTHASI MHCTPYKITHSI.

20. Pacnpepenure YyKa3aHHble HUXKe [IOKYMEHTbI Ha 3 Trpynmbi:
a) OpraHu3alnuoOHHbIe, 0) pacnopsiAUTEe/bHbIE, B) HHPOPMALIMOHHO-CIIPABOYHbBIE.

1. Pestome.

2. J10JbKHOCTHAs! MHCTPYKIIMS.

3. Pacniopsixenue aupekTopa.



4. CBonka.

5. [TocTanoBNEHNE KOJIJIETUHU.

6. UHCTpYKITHS TTO TETOTPOU3BO/ICTBY.

7. CnpaBka ¢ Mecta pabOTHI.

8. [Ipukas o mpueme Ha paboTy.

9. lllTatHOE pacmcaHue.

10. TpynoBoii AOTOBOP.

11. IlpurnamieHue Ha BHICTABKY.

12. Pernamenr.

21. Komuccusi 1o pacciegoBaHMI0O MOKapa, NPOU3OLIEANIero B
00pa3oBaTeIbHOM YUpPeKAeHNHU, YCTAHOBUJIM Psil (GaKTOB, KOTOPbIE MOCTYKHIU
NpuYnHOi noxxkapa. Kakoi 10KyMeHT 10/15KHA COCTABUTH KOMuUcCHs?

a) aKT;

0) cripaBky;

B) JOKJIaHYIO 3aIUCKY;

') HHCTPYKLIHIO O TPOTUBOIIOXAPHOK O€3011aCHOCTH.

22.  JIOKyMeHT,  aJpecOBaHHbIii  PYKOBOJAUTEJII0  OpPraHu3aIuM,
cojepKaluii 00CTOSITEILCTBEHHOE M3JI0OKEHHEe KaKoro-iuméo Bompoca ¢
BBIBOJIAMH U MPEII0KEHUSIMHU COCTABJIEHNSI, HA3bIBAETCS:

a) aKT;

0) npecTaBICHUE;

B) JIOKJIaJ[HAs 3aMHUCKa;

) IPEJIOKEHHUE.

23. JlaToii ciy:ke0HOT0 MUChbMA SIBJISIeTCS 1aTa:

a) COCTaBJICHUS,

0) OoTIIpaBJICHMUS;

B) OJAMMUCAHUS,

T') MOJYYEHUS.

24. CnucoK MPHUCYTCTBYIOIIMX HA 3acefaHUM O(opMIISETCS OTAeJIbHO H
NPUJIAraeTcsi K NpPOTOKOJIY, €CJIM TAKOBbBIX:

a) oonee 15;

0) 6oee 10;

B) Oonee 25.

25. OdopmieHue o00JI0KKH Jeja s NOCJAeAYIOIero XpaHeHUs
onpeaessieTcs:

a) CTaHAapTOM;

0) MHCTPYKIIUEH TI0 IEeTTOTIPOU3BOJICTBY;

B) pacIopsHDKEHUEM PYKOBOIUTEIS.

26. JKkcnepTH3a HEHHOCTH JOKYMEHTa NPOXOAUT B Tamna:

a) YEeThIPE;

0) Tpu;

B) JIBa.

27. HomenkiaaTtypa aes (padounii 3k3eMIIAP) MOMeENIAIOT HA:

a) cToJIe, MO CTEKIOM;

0) nBepiie mkada c JTOKyMEHTaAMU,




B) BHYTPEHHEN CTOPOHE ABEPILIbI MKada ¢ JOKyMEHTaMHU.

28. Bce aucThI Jejia TPW NOATOTOBKE HX K Mepegade B apXuB
HYMEPYIOTCS:

a) YepHBIM rpaUTHHIM KapaHIaIlIoM;

0) YepHBIMH YEPHUIIAMU;

B) KpaCHbIM KapaHJ1allloM.

29. Bxoasinue 10KyMeHTbI PperuCTPUPYIOTCS:

a) MOCJIe O3HAKOMJICHHS] C HUMH PyKOBOJAMTEIIS;

0) B mepBOM MTOJIOBUHE JTHS MTOJTYYCHHUS;

B) /10 O3HAKOMJICHUS] C HUMU PYKOBOIUTES.

30. Ka:xknast oOpa3oBaTe/ibHasi OPraHu3anusa 00si3aHa UMeTh:

a) CBOJIHYIO HOMEHKJIATYpPY;

0) MHIUBUIYaJIbHYI0 HOMEHKJIATYPY;

B) TUTIOBYIO HOMEHKJIATYPY.

31. 3a cKkOJbKO JHeH 10 HCIOJHEHHUs] TMPOBOASAT MNpPeaynpeauTeabHbIH
KOHTPOJIb?

a) 1Ba;

0) ouH;

B) TPHU.

32. Pa3eiuTe/IsSiMH B CIIPABOYHOM KapPTOTEKe CJIYKAT:

a) Ha3BaHUSI CTPYKTYPHBIX MOJPA3CICHUN;

0) HampaBIIeHUs JEATEIBHOCTU MPEATPUITHS,

B) IHM HEJICIIH, MECHIIA.

33. Ha ucxoasiieM J10KyMeHTe PEKBU3UT «1aTa» CTABUTCS:

a) COCTaBUTEJIEM JIOKYMEHTA;

0) Ipu perucTpalny,

B) MIOCJIE MOJIMTUCAHUS PYKOBOAUTEIIEM.

34. Ecau B 1ejie COAepKATCA JOKYMEHThl Pa3uYHONi IEHHOCTH, TO CPOK
XpaHeHHsl yCTAHABJIMBAETCS:

a) OOJNBIINI;

0) MEHBIIINIA;

B) CPEIHUM.

3amaHus I CAaMOCTOSATEILHON padoThI

3aganue 1. OdopmMuTh BCe OTMETKH, KOTOPHIE CTaBSIT Ha JOKYMEHTE B
coorBerctBU ¢ ['OCT P 7.0.97-2016. VYkaxure MeCTOPACIOIOKEHUS HTUX
PEKBHU3UTOB Ha OyaHke popmara A4.

3aganue 2. 300pa3ure cxeMaTHueCKy KJIACCU(PUKALUIO JOKYMEHTOB.

3aganme 3. Bemmmmmre Ha nuct dopmara A4 Bce mpaBuiia 0QOpPMIICHHUS
TEeKCTa JOKYMEHTa: HMHTepBasibl, mpudThl U T. A. B coorBerctBun ¢ ['OCT P
7.0.97-2016.

3ananmne 4. CoctaBuTh U O(QOPMHUTH AOKIAIHYIO 3alUCKy O HapyLIEHUU
TPYJIOBOM TUCUHUIIMHBI paOOTHUKOM. Bce peKBU3UTHI U 3€MEHTHI TEKCTa I00ABUTH
camocToaTenbHo. HamucaTh OOBSCHUTENBHYIO 3alHUCKy OT HMMEHU pPaOOTHUKA,
HApYILIUTENS TPYAOBOM AUCIUIUIMHBI.



3aganue 5. Hanucath 0TBETHOE MMCHMO-0J1aroJapHOCTDb HA MO3/IpaBJICHHUE.
2.2. OueHOYHbIE CPeACTBA 1JIsl MPOMEKYTOUHOI aTTecTalnu (3a4eT)

Bonpocsl 1J151 NpoBeieHNs 3a4eTa:

1. ITonsTHE «JIOKyMEHT» U €T0 (PYHKIIUU.

2. Knaccudukanus J0KyMEHTOB.

3. CylHOCTh M OCHOBHOE HAa3HA4Y€HHE JOKYMEHTAI[MOHHOTO OOecrnedeHus
JesATEeIbHOCTH Tearora.

4. CucreMbl TOKYMEHTAIIUH.

5. 3akoHO/aTeNIbHAsE U HOPMAaTUBHO-METOJIMYECKas 0a3a IOKYMEHTAllMOHHOTO
o0ecrnieueHus ynpaBIeHUs.

6. ®opmyssip TOKyMEHTA.

7. CocTaB peKBU3UTOB JIOKyMEHTOB.

8. TpeboBanus K 0POPMIICHNIO PEKBU3UTOB JOKYMEHTOB.

9. TpeOoBanus Kk OaHKaM JOKYMEHTOB.

10. Cucrema moKyMeHTAITMU B 00pa30BaTeIbHON OpraHU3alIliy.

11. Opranuzanonusie JOKyMeHTbl cucteMbl OPJ[. OOmas xapakrepucTuka u
Ha3HA4YCHHE JOKYMEHTOB.

12. Pacniopsinutenbhbie JokyMeHTHI cucteMmbl OPJ]. OGmiast xapakrepucTuka u
Ha3HAa4YeHHE JOKYMEHTOB.

13. UndopmaiiioHHO-CclipaBouHble  TOKyMeHThl cucteMbl OPJl.  OO6mas
XapaKTepUCTHKA 1 Ha3HAUEHUE TOKyMEHTOB.

14. JlenoBoe MIUCbMO KaK OCHOBHOM BH/I ITEPEITUCKHU.

15. bnanku st mrucem. @opmyJisip 1€T0BOTO MUChMA.

16. OcoGeHHOCTH OPUITHATBHO-IETIOBOTO CTUJISI COCTaBICHUS TEKCTA JIEJTOBOTO
nUchMa.

17. Buapl  choy>XeOHBIX  TIHCEM, COCTaBJISIFOIIIME  OCHOBY  JICJIOBOM
KOPPECTIOHICHITHH.

18. DnekTpoHHas Nepenucka. DIEKTPOHHBIN TOKYMEHT.

19. Opranuzamnus T0KyMeHTO000poTa 00pa30BaTeIbHON OpraHU3aIlHH.

20. ®opmbl  opraHW3any  pabOTBl € JOKYMEHTaMHu. JlOKyMEHTOOOOpOT.
JIOKyMEHTOIOTOKH.

21. Tlopsimox 06pabOTKU BXOIAIINX TOKYMEHTOB. Peructpanus 10KyMEHTOB.

22. Tlopsimok 06pabOTKU UCXOISAIINX JOKYMEHTOB.

23. Tlopsinok paboThl C BHYTPEHHUMH JOKYMEHTaMHU.

24. HomenknaTypa zied.

25. ®opmupoBanue,  odopmIIeHHE,  XpaHEHHWe  Jel B TEKYIIeM
JIEJIONPOU3BOICTBE.

26. Yaudukamus 10KyMEHTOB.

2. CranpapTu3anus JOKyMEHTOB.

28. Hymepaiysi MHOTOCTPAaHUYHOTO JOKYMEHTA.

29. lIpudTel, KErIM U NOJIS, TPUMEHSIEMbIE TIPH 0(POPMIICHUH JTOKYMEHTOB.

30. Pe3tome, aBToOMOrpadus, XapakTepucTUKa: MOHIATHE, HAa3HAYEHUE, COCTaB
PEKBU3UTOB.



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

3asBicHHE: INIOHATHUEC, HASHAYCHUC, COCTAB PCKBU3HUTOB.

CJ'Iy>KG6Ha$I 3aIIMCKa: MOHATHUC, HA3HAUYCHUC, COCTAB PCKBU3UTOB.
OOBsicHUTEIbHAY 3aIIMCKa: IMOHATHC, HABHAYCHHUC, COCTAB PCKBU3UTOB.
I[OKJ'IEII[H&?I 3aIllMCKa: IMOHATUC, HA3HAYCHUC, COCTAaB PCKBU3UTOB.
CnpaBKa: IMOHATHC, HABHAYCHHUC, COCTAB PCKBU3HUTOB.

AKT, IMPOTOKOJ: IOHATHUC, HA3HAYCHUC, COCTAaB PCKBU3HUTOB.

HpI/IKaS, PaACIOPAKCHHUC: ITOHATHC, HA3HAYCHUC, COCTAB PCKBU3HUTOB.
HpI/IKaS 10 THIYHOMY COCTAaBYy: IIOHATHUC, HA3HAYCHUC, COCTAaB PCKBHU3HUTOB.
YCTaB, ITOJIOKCHHC: ITIOHATHUC, HABHAYCHUC, COCTAB PCKBU3HUTOB.
I[OJDKHOCTH&H HHCTPYKIHUA: IIOHATUC, HA3HAYCHUC, COCTAB PCKBU3UTOB.
HHCTpYKHI/IH o ACIOIIPOMU3BOACTBY: IIOHATHUC, HA3HAYCHHUC, COCTAB

PCKBHU3UTOB.

42.
43.
44,
45.
46.

[IpaBuna: NoHATHE, HA3HAYECHHE, COCTAB PEKBU3UTOB.

KomiekTuBHBIN 10TrOBOp: MOHATUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.
Oco0eHHOCTH COCTaBIEHHS TEKCTA TPOTOKOJIA.

Oco0eHHOCTH COCTaBIEHMSI TEKCTA IIPUKA3a.

PexkBu3utsl repO, sMOnemMa, TOBAapHBIM 3HAK (3HAK OOCIYXUBaHHUA), KOA

(bOopMBI TIOKYMEHTA.

47.

PexBu3uT HamMmeHOBaHUE opraHu3aly, HAWMMCHOBAHHC CTPYKTYPHOI'O

noapasacICHusl, HAMMCHOBAHWC TOJKHOCTH JIMIIA.

48.
49.
50.
ol.
92.

PexBU3UT cripaBOYHBIC JaHHBIE 00 OpraHU3allUU.

PexBU3UT HaMMEHOBAHKE BU/1A IOKYMEHTA.

PexBu3uT nara 10KyMeHTa.

PexBU3UT perucTpaliMOHHbIA HOMEP TIOKYMEHTA.

PexBU3UT CChUIKA HAa PETUCTPALMOHHBIA HOMEP U JATy IMOCTYHHUBILETO

JIOKYMEHTA.

53.
54,
55.
56.
57,
58.
99.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.

PexBU3UT MeCTO cocTaByieHUs (M3/1aHMs) TOKYMEHTA.
PexBu3ut rpud orpaHuueHUs JOCTYIA K JOKYMEHTY.
PexBusur angpecar.

PexBu3ut rpud yTBEpKACHUS JOKYMEHTA.

PexBU3HUT 3arojIOBOK K TEKCTY.

PexBU3HUT TEKCT JOKYMEHTA.

PexBU3UT OTMETKA O MPUIIOKECHUHU.

PexBusut rpud cormacoBaHusi JOKYMEHTA.

PekBusur Bu3a.

PekBu3UT OANKUCH.

PexBu3uT oT™METKa 00 3JIEKTPOHHOM TTOITUCH.
PekBu3uT nevarts.

PexBU3UT OTMETKA 00 UCIOJIHUTEIIE.

PexBU3UT OTMETKA O 3aBEPEHUHN KOTIUH.

PexBU3UT OTMETKA O MOCTYIUICHUU JOKYMEHTA.
PexBu3uT pe3osronus.

PexBU3UT OTMETKA O KOHTPOJIE.

PexBU3UT OTMETKA O HAMpPaBJICHUU JOKYMEHTA B JIEJIO.



