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1. HACITIOPT ®OHJA OIIEHOYHBIX CPEACTB

1.1. Ob6s1acTh NPpUMEHEHUA

®onn oneHouyHsix cpenacts (GOC) — HeorbemiieMas dacTh paboueit
IpOrpaMMbl TUCHUIUIMHBI «J[0OKyMeHTOBeIeHHE B TPO(PECCHOHAIBLHOMN JIEeATETbHOCTH
nejarora» M npeaHazHauyeH JJisi KOHTPOJISI U OLIEHKU 00pa30BaTENIbHBIX JTOCTHXKEHHM
CTYJ€HTOB, OCBOMBIIUX IPOrpaMMy JUCLHILIUHBI.

1.2. Ieau 1 3agaum PoHAA OLIEHOYHBIX CPEICTB
enp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKH 00ydYaromIerocs

tpeboBanusiMm PI'OC BO OakanaBpuar mo HampaBieHuio noarotoBku 44.03.05
[Tenarornyeckoe obpa3oBanue (¢ AByMsI MPOPUISAMHU MOATOTOBKH), YTBEPKIACHHBIM
npuka3oM MHHHCTEpCTBA HAyKH U BbICIIero obpaszoBanusi Poccuiickoit denepanuu
ot 12.02.2018 r. Ne 125 (c usmenenusmu u gonoiaHeHusiMu) u [IpodeccuonanbHbIM
CTaHJAapTOM, YTBEPKACHHBIM lIpukazom MunHHMCTEpPCTBA TpyAa M COLMAIBHOMN
saumTel  Poccuiickoit  ®emepannu  «OO0  yTBepkIeHWH MPOGECCHOHATHHOTO
ctanapta» ot 18 okTs6ps 2013 1. Ne 544H.

1.3. Ilepeyenr kommeTeHuuii, GopMHpPyeMBIX B Mpouecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHOI NPOrPaMMBbI

[Iporiecc ocBOEHHS TUCHUIUIMHBI HAIMlpaBieH Ha (OPMHUPOBAHUE CIIEAYIOUINX
KOMIIETEHIIMH ¥ MHIMKATOPOB MX JOCTH)KEHHUSL:

Kox 1o ®r'OC BO HNuauxkarop Pe3yabTaTsl 00yueHust no
AOCTH/KCHUS AUCHUILVINHE
YHUBepcaabHbIE
YK-4. Cnocoben | YK- 4.2. Bezner nenoByto | 3HaeT KOMMYHUKATUBHO IIpUEMJIEMbIE
OCYILIECTBIIATh JIEJIOBYIO | IIEPETIHUCKY Ha | CTWJIH JIEJIOBOTO o01eHus,
KOMMYHHUKAIMI0 B YCTHOM M | TOCYJapCTBEHHOM $3bIKE | BepOasibHbIE u HeBepOaIbHBIE
nucbMeHHOW  ¢opmax  Ha | PO C Y4ETOM | CpeACTBa B3aMMOJEICTBUSA c
roCy/1apCTBEHHOM S3BIKE | 0COOCHHOCTH napTHEpamMH, acleKThl KyJIbTYphl peUr
Poccuiickoit ®Penepauyu ¥ | CTWIACTUKH U SI3BIKOBBIE HOPMBI B JIEJIOBOM
MHOCTPaHHOM (p1X) | oUIIHATEHBIX U | B3aUMOJCHCTBUMU.
A3bIKe(ax) Heo(UIMAIBHBIX TUCEM; | YMeeT: BbIpa)kaTb CBOE MHEHHE U
apryMEeHTHPOBAHHYIO OLICHKY,
BBICTPauBaTh JIEIIOBYIO
KOMMYHHMKAIMl0 B YCTHOH H
MUCbMEHHOM (hopMax.
Biageer: wmeromaMMm W HaBbBIKaMU
KOMMYHMKAIlMd Ha PYCCKOM SI3BIKE B
CUTYaLUsAX JIEJI0BOTO
B3aMMOJCICTBHSL.
Oo6menpodeccnoHabHBIC
OIIK-8. Cniocoben OIIK-8.2. 3naer MeToapl | 3HAET MOHATHE, CTPYKTYPY, QYHKIIHNH,
OCYIIECTBIIATh aHaJIM3a eIarorH4ecKoii | LeIH MeIarornIeCKOM AesITeIbHOCTH,
Me/[ArOrMHYECKyI0 CHTYaIH, TpeOOBaHUS K COBPEMEHHOMY
JESATEIIBHOCTh HA OCHOBE npogeccuoHaIbHON fefarory,
YMeeT:  COBEpIIEHCTBOBATb  CBOM




CIICOHAJIBHBIX HaquI)IX
3HAHUHI

pedexcun

npodeccuoHaTbHbIE

3HAHUS W YMCHHS Ha  OCHOBE
MOCTOSIHHOTO CaM000pa30BaHuUs;
Bnaneer: crocobamu
COBEPIICHCTBOBAHHSI
npodeccnoHATbHBIX 3HAHUN U
YMEHHUU MyTEM HUCIIOJIb30BaHUS
MHGOPMALIMOHHON CpeJIbl

1.4. JDransl (popMUpPOBAHHA KOMIETEHIHI M CPeACTBA OLCHUBAHUA

YPOBHS UX ¢)OPMHPOBAHHOCTH

. KoHTpo/1bHO-011€HOYHbIE

Jtanbl popMupoBaHus KomnereHuuil | Komnerenuun

cpeacTna / cnocod oneHnBaAHUS
Tema 1. Teoperuko-ipaBoBeie U | YK-4, OIIK-8 BricTymuieHue Ha nDpaKTUYECKHUX
HOpMaTUBHBIC OCHOBBI 3aHSTUSIX, YCTHBINA OTPOC
JIOKYMEHTallMOHHOI'O o0ecrnieueHust
yIpaBIeHUs
Tema 2. Crangaptuzamusa nponecca | YK-4, OIIK-8 BricTymuieHue Ha nDpaKTUYECKHUX
JIOKYMEHTHUPOBAHUS 3aHSTHUSIX, YCTHBIA OMPOC
Tema 3. Cucrema opranuzauvonHo- | YK-4, OIIK-8 BricTymuieHue Ha npaKTUYECKHUX
pacrops,ANTENILHON JOKYMEHTAIIHU 3aHSTHUSX, YCTHBIN OMPOC
Tema 4. Jlenosoe nucsmo kak ocHoBHOU | YK-4, OITK-8 BeicTymieHne Ha NIPAKTUYECKUX
BU/I IEPETTUCKU 3aHSTHUSX, YCTHBIN OMPOC
Tema 5. Opranuzanusa | YK-4, OIIK-8 BricTymuieHue Ha npaKTUYECKHUX
JOKYMEHTO00OpoTa  00pa3oBaTeIbHOM 3aHSTUSIX, YCTHBIA ONPOC
OpraHu3aIuu
Texkyuias arrecrauus YK-4, OIIK-8 KonTponbHas padbora
IIpomexyTounas arrecTanus YK-4, OIIK-8 3auer

1.5. Onucanue nmokaszareseil GopMupoBaHus KOMIIETEHIUM

Koa komnerennun Pe3yabTarhl ChOPMHUPOBAHHOCTH

YK-4 3HaeT IPUHLHUIIBI TIOCTPOEHUSI YCTHOTO M MUCbMEHHOTO BBICKA3bIBAHUS
Ha PYCCKOM M HHOCTPaHHOM SI3BIKAX;

YMeeT NpUMEHSTHh HA NIPAKTUKE JEJIOBYH0 KOMMYHMKAIUMIO B YCTHOM U
NUCBMEHHOW (opMax, METOABl W HaBBIKA JEJIOBOTO OOMICHHs Ha
PYCCKOM ¥ MHOCTPAHHOM SI3bIKAX;

Biaageer HaBbIKaMM UYTEHHs M IIEPEBOJA TEKCTOB HA HMHOCTPAHHOM
A3bIKE B IPO(eCCHOHANIBHOM OOLICHUU.

OIIK-8 3HaeT: HayyHble OCHOBBl IIE€AArOrMY4E€CKOM  JEATEIbHOCTH; €€
coJiep’kaHue U creuuduky ¢ yaéToM COBpEMEHHBIX TpeOOBaHMIA;
YmMmeer: MPOCKTUPOBATh U OCYIIECTBIATH  MEJArOTHYECKYIO
JeSITeIbHOCTh Ha OCHOBE aHAJIM3a MeJarorMuecKoil CUTyaluy;

Baaneer: HaBBIKAMH MIPOCKTUPOBAHUS u OCYIIECTBIICHUS
IEeJArorM4YecKor OeATENbHOCTH Ha OCHOBE aHaiau3a IeJarorn4ecKoi

CUTyalllu C y‘-IéTOM CIICHHMAJIbHBIX HAYYHBIX 3HAHUH.




1.6. Kpurepum ouneHuBaHHUSA

¢popmupoBanus

KOMIIeTeHI M

Ha Ppa3sHbIX IJTanmax

HX

Bup yueOHoii padoThI

KoanuyecTtBO
0aJ1J1I0B

(010{0

300

Brinmonnenue u 3ammra MMPAaKTUYICCKUX pa60T

40

45

KonTponbHas pabota

15

15

KoHnTpoas camocTosTenbHON paboThI

20

20

YcTHBIN 3aUeT

25

20

Bcero

100

HaxkonureanHas cucrteMa ounenuBanug mo 100-0aaabHo0M IKajae

YeToipexoalibHas
cHcTeMa OLleHUBAHUSA
JK3aMeHa

100-6anabpHan
mIKaJa

BykBeHHas mikaJa, coorsercrByomas 100-
0aJIILHOH HIKaJIe

Cucrema
OLCHHBAHUSA
3a4eTa

OTINYHO

90-100

A — OTJINYHO — TEOPETHIECKOE COCPIKAHIE
Kypca OCBOCHO IOJIHOCTBIO, 6¢3 IPO6eIoB;
HEOOXOIMMBIE PAKTHYCCKHE HABBIKK PabOThI
C OCBOCHHBIM MaTEepHaIoM c()OPMUPOBAHEI;
BCE MPELYCMOTPEHHBIC IPOTPAaMMOA
o0yueHus yueOHbIC 3a1aHHs BBIMOIHEHBI,
KaueCTBO MX BBIMIOIHEHHS OL[EHEHO YHCIIOM
0aJII0B, OJIM3KUM K MaKCUMAJIbHOMY

Xopowo

83-89

B — oueHb XOpOII0 — TEOPETHYECKOE
CoZieprKaHKe Kypca OCBOCHO MOJIHOCTEIO, O¢3
npo6esoB; HeOOXOJUMbIE MPAKTHICCKUE
HaBBIKH PabOTBI C OCBOCHHBIM MAaTEPHAIIOM B
OCHOBHOM C()OPMHpPOBAHBI; BCE
[PEIyCMOTPEHHbIE IPOrPaMMOi 00yUEHHS
yueOHbIC 3aJaHUsI BBIIIOJIHEHBI, KAYECTBO
BBITIOJIHEHHS GONBIINHCTBA U3 HUX OLCHEHO
YHCIIOM 0aJJIOB, OJIM3KUM K MaKCHMAJIbHOMY

Xopouio

75-82

C — XOpOIII0 — TEOPETUYECKOE COJIePIKAHIE
Kypca OCBOCHO IMTOJHOCThIO; HEKOTOPHIE
MPAKTUYCCKHUE HABBIKU PAOOTHI C OCBOCHHBIM
MaTepuaioM C(hOPMHPOBAHBI HEOCTATOYHO;
BCE MPEAYCMOTPEHHBIC MPOrPaMMOit
00yueHHs yUeOHBIC 3aJaHUs BHIIOJIHCHEI,
Ka4yeCTBO BBIIOIHEHUS HA OJHOTO U3 HUX HE
OLIEHEHO MUHUMAJILHBIM YUCJIOM 0OajlioB,
HEKOTOPbIC BUJIbI 33/IaHU BBITIOJIHCHBI C
onInOKaMu

YI[OBHGTBOPI/ITGHBHO

63-74

D — ya0BIETBOPUTENBHO — TEOPETUUECKOE
coZiep KaHKEe Kypca OCBOEHO YaCTUYHO, HO
po0eTBl He HOCAT CYIIECTBECHHOTO
XapakTepa; HeoOXOUMbIE TPAKTUIECKHE
HaBBIKH PabOTHI C OCBOCHHBIM MaTepUajioM B
OCHOBHOM C(hOpMHPOBaHbI; OOJIBIINHCTBO
IIPEeIyCMOTPEHHBIX IPOrpaMMOi 00ydeHUs
y4eOHBIX 33/IaHUH BBITIOJIHEHO, HEKOTOPBIE U3
BBINIOJTHEHHBIX 3aJIaHUH colepKaT OIUOKH

VY 10BIIETBOPUTEIBHO

50-62

E — nmocpeAcTBEHHO — TeOpeTHYECcKOe
coZiepKaHne Kypca OCBOCHO YaCTHYHO;
HEKOTOpbIE NMPAKTHYESCKIE HaBBIKH PaOOTHI HE
c(opMHUPOBaHBI, MHOTHE MPETYCMOTPEHHBIC
y4eOHO mporpaMMoii 00y4eHus yIeOHbIe
3aJIaHUs He BBIOJHEHBI MO0 Ka4eCTBO

3aureno




BBIIIOJTHEHHBIX HEKOTOPBIX U3 HUX OLICHEHO
YHCJIOM 0aJIOB, OJIM3KUM K MUHUMAaJIbHOMY

HeynosnerBopurensHuo 21-49 FX — HEey10BIE€TBOPUTENBHO — TEOPETUYECKOE
coziep KaHNEe Kypca OCBOEHO YaCTUUHO;
HEOOXOIUMBIC TIPAKTHUECKUE HABBIKH PabOTHI
C OCBOECHHBIM MaTE€pHUAJIOM HE
c(hopMHUPOBaHBI; OOJIBITUHCTBO
NPEeAyCMOTPEHHBIX Y4eOHOM porpaMMon
00y4eHust yueOHbIX 33/IaHUi HE BBITIOJIHEHO
100 KaueCTBO UX BBINIOJIHEHHS OLIEHEHO
YHUCIIOM 0aIOB, OJIM3KUM K MUHUMAaJIbHOMY;
IIPU JONOJIHUTEIBHO CaMOCTOSATEIBHON
paboTe Hazx MaTepraIoM Kypca BO3MOXKHO
MTOBEIIIICHUE KAYECTBA BRIITOTHCHHS YISOHBIX
3aJaHuN

He 3aureno

HeynosneTBoputensHo 0-20 F — HEeyTOBIETBOPUTETHHO — TEOPETUUECKOE
coJiepIKaHue Kypca He OCBOCHO;
HEOOXOAUMbIE MPAKTHUCCKHUE HABBIKU PAaOOThI
He c(hOPMUPOBAHBI; BCE BHIIIOIHEHHBIC
y4ueOHbIe 3aJ]aHusl COJepIKaT rpyOble OLINOKHY;
JIOTIOJTHUTEJIbHAS CaMOCTOsITeNbHas paboTa
HaJl MaTepuajoM Kypca He MPUBENET K
KaKOMy-J'II/I6O 3HAYMMOMY IOBBIIICHUIO
Ka4dyeCTBa BBIITOJTHCHUS yqe6H1>1x SaI[aHI/Iﬁ

2. KOHTPOJIBHO-OHEHOYHBIE CPE/ICTBA
2.1. OueHoOYHBbIE CPEACTBA TEKYLIEr0 KOHTPOJIA (TUIIOBbIE)

Bomnpocs! 1J1s1 yCTHOTO onpoca:

1. [aiiTe onpeneneHue MOHATHS «JTIOKYMEHT.

2. Packpoiite nousarue «JJOY». HazoBute mpodeccruoHanibHble TEPMUHBI U
OTpeieNICHUs B 00JIACTH JI€JIONPOU3BO/ICTBA.

3. Ha3zoBure u packpoiiTe GyHKIIUN JOKYMEHTOB.

4. Kakue OoCHOBHBIE 3aKOHBI B O0JIACTH OpraHU3AIMH JCIOMPOU3BOACTBA BbI
3Haete? HazoBuTe conepkaHue makeTa oOOA3aTENbHBIX 3aKOHOJATENBHBIX U
HOPMATHUBHBIX JJOKYMEHTOB B oOnactu JIOVY.

5. HazoBute mpaBuiia  yTBEPXKICHUS JIOKYMEHTOB. TpeOoBaHus
odopmIICHHE.

6. Kakue pexkBU3HTHI SBISIIOTCS «HOPUAUYECKH 3HadYMMbIMW»? [IpaBuna mx
odopmiieHus. UTo BKITIOUAET B ce0s1 TOHATHE «IIPABOBAs OXpaHa JOKYMEHTOBY?

7. llpuBegute mpuMepbl JOKYMEHTOB, KOTOPBIC MOJIJICKAT YTBEPKACHUIO U HA
KOTOPBIX CTaBUTCS medaTh. Kak opopMIIsSIOTCS MepeyHr TaKuX JOKYMEHTOB?

8. HasoBure 3akOH, B COOTBETCTBUU C KOTOPHIM O(QOPMIISIOT PEKBU3HUTHI
nokymeHToB cucteMbl OP/l. /lata BBeieHME U 4TO OH ycTaHaBiuBaeT. HazoBute Bce
PEKBU3UTHI.

9. HazoBute pekBu3uThl 0o0miero OnaHka U Onanka ais nucbMma. [lpaBuna
opopmienus. Kakue Bumpl 01aHkoB Bl 3Haete? B dem ocoOeHHOCTH OiaHka
JOJKHOCTHOTO JIALA?



10. CornacoBanue u Bu3upoBanue. HazoBuTe BUIbI U CPOKU COTJIACOBAHUS, U
BU3UPOBAHKE TOKYMEHTOB.

11. Pacckaxkute 0 medarsix W LITaMmax NpeanpusThid u opranuzanui. Ha
KaKMX JIOKyMEHTax cTaBsTcs nedarb? Kakue TpeOoBaHUS TpEABABIAIOT K
UCIOJIb30BaHUIO TepOOBOI neyaTu?

12. PackpoiiTe coaep:KaHue MOHATUS «ylpaBieHue». Ha3oBure cucreMsl
NOKYMEHTOB ympaBieHus. Packpoitite nonsrtue «OPJl». Kakue rpynnbel U BHIBI
JTIOKYMEHTOB BxoAsT B OP/[?

13. Pacckaxxute 00 OCOOEHHOCTSIX AJIEKTPOHHOI'O JTOKYMEHTA, JIEKTPOHHOMN
NEPENUCKU U TpeOOBAaHUSX, IPEIBABIAEMbIX K HEH.

14. B yem ocobGennoctu Omanka 1jisi mucbMma? HasoBure pexBU3HUTHI OnaHKa
JUTS IMChMA M PEKBU3UTHI CITYKEOHOTO MHIChMA.

15. YUto permaMeHTUpyeT TUIOBAass MHCTPYKLHMS MO AENONpPOon3BOACTBY? JlanTe
XapaKTEPUCTUKY OPTaHU3ALMOHHBIM IOKYMEHTAaM U Ha30BUTE UX BUJBL.

16. HazoBute BuAbl HMH(DOPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JaiTe
XapaKTEPUCTUKY Kaxx1oMy BuAy. [IpuBenuTe n3BECTHBIE BaM BUJIBI PETUCTPALUU.

17. JaiiTe  XapakTEpUCTHUKY YYPEAWUTEIbHBIM JOKyMEHTaM M  YCTaBy
npennpusatyd. Kakne Buipl yCTaBOB BbI 3HAaETE?

18. laiite  xapakTepucTUKy JOKymMeHTy «llomoxxeHue» W Ha30BUTE
CTPYKTYPHBIE YACTH TEKCTa JOKYMEHTA U €r0 COJAEPKAHMSL.

19. [Jaiite xapaktepucTuky ToKyMeHTy «HcTpyknus». [IpuBenure npumepsl.
JloJbKHOCTHAsI MHCTPYKIUS, CTpyKTypa TekcTa. Odopmienue. O3HaKOMIICHHE.

20. ratHoe pacnucanne OcCOOEHHOCTH  COCTaBICHUA, OGOPMIICHHS.
TpeOoBaHKE K HCIOIB30BAHUIO YHH(PUIUPOBAHHBIX (POPM.

21. IlpaBuna BHYTpEHHETO TPYAOBOTO pacnopsaka u [lomoxenue o nepcoHaie.

22. JlaiiTe XapaKTepUCTUKY PacCHOPAIUTEIbHBIM TOKYMEHTAM.

23. HazoBuTe BUABI pACIOPSIUTENBHBIX JOKYMEHTOB U OCOOCHHOCTH KaXKJI0T0.
Ha3oBute CTpyKTypHBIE 4YacTH TEKCTa  PaCHOPSAIUTENBHBIX  JOKYMEHTOB,
odopmIiieHrEe TIpeaMOyJIbl U PACTIOPSIUTENBHON YaCTH.

24. B yem ocobeHHOCTH ciy>keOHbIX TceM? HazoBute BUIBI CITyKEOHBIX
nucem. Kakue TpeboBaHus NPeIbABISIOTCS K TEKCTY CIYKEOHBIX muceM?

25. HazoBute mpaBuia oQOpMIICHHS  pEKBH3UTa  «aapecaT». Bumisl
aapeCcOBaHUS.

26. UTo BXOJUT B MOHATUE CIIPOBEAECHUE IKCIIEPTU3BI HEHHOCTH JOKYMEHTa»?

27. PackpoiiTe TOHITHS «IOKYMEHTOOOOPOT», «IOKYMEHTOMOTOKW». JlaiiTe
XapaKTePUCTHKY KaXAOMY BHIY JIOKYMEHTONOTOKA, YKAXHUTE HX OCOOCHHOCTH.
Kakum oOpazom onpeaensieTcs 10KyMEHTOO00POT NPEAPUITHS?

28. Homenkiarypa aen. 3uauenue. CocraBiueHue. Buabl HOMEHKIATYPBI.

29. IlogroroBka JOKYMEHTOB K cJad€ B BEIOMCTBEHHbIM apxuB. C(Cnaua
JOKYMEHTOB B apXWB opraHusanuu. Onucu JOKYMEHTOB, HAXOASIIMXCA B JIEIE.
®dopma u conepkaHue akTa 00 YHUYTOKEHUU IOKYMEHTOB U JIEIl.

30. Kakue nokyMeHTBI HE mojuiexaT peructpauun? Kak u 3aueMm BeEeTCsl y4eT
TaKuX MOCTYILJICHHUI?



31. Pacckaxxute 0 BUAAX BXOMSIIMX, UCXOISIIUX BHYTPEHHHUX JIOKYMEHTaX.
JokymenToB. IlpuBeautre ¢GopMbl >KypHajdbHOW peructpauuu. Pacckaxure o
peructpaunu ¢ nomompo PKK 1 aBToMaTH3upOoBaHHOM.

32. Yto BKJIOYAET B ceOsl MOHATHE «(OPMUPOBAHUS» U «OPOPMIICHUS» Aei?
HazoBure npuszHaku opopMiieHus: 00JI0KKHU AEII.

33. Cpoku XpaHeHUs JOKYMEHTOB B 3aBUCUMOCTH WX 3HaunMocTu. HazoBure
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OINPEAEIISIIOT CPOKH XPaHEHUSI.

34. Yro BKIIIOYAET B CEOSl MOHATHE «IOArOTOBKA JIOKYMEHTOB K ApXUBHOMY
XpaHeHno»? OyHKINH, 3a1a41 U OTBETCTBEHHOCTh K.

TecTsl AJ151 NpOBeIeHUA KOHTPOJIbHOM PadoOThI:

1. IIpaBuibHAs MOCIEA0BATEIbHOCTh HANMCAHHUS 3JIEMEHTOB IOYTOBOIO
ajpeca HA MOYTOBBIX OTIPABJIECHUAX:

—)  TOYTOBBIA UHJIEKC;

—)  HauMEHOBAHUE aJipecara;

=)  HOMep KBapTHUDHI;

PY4)  Ha3BaHUE HACEJICHHOTO IYHKTA,

Fh)  HasBaHue 00JAaCTH, Kpasi, PeCITyOJIHKY;

7%)  cTpaHa;

) nomep noma;

J\)  Ha3BaHue yIHLBL.

2. YHupuuupoBaHHAs CUCTEMA JOKYMEHTALMH — 3TO:

—) cucTemMa JOKYMEHTAllMHM, CO3/JaHHas 10 €IMHbIM [paBUJiaM U
TpeOOBaHMIM, cojiepkamias HHGOPMAINIO, HEOOXOAMMYIO MJid YIpaBJCHUS B
OTPEICIICHHOM cepe AesITeTLHOCTH;

—)  yaudunupoBaHHbIe (OPMBI TOKYMEHTOB, CHCTEMAaTH3HPOBAHHBIEC TIO
GyHKUIUSAM yIIpaBiICHUS;

=)  COBOKYIIHOCTh JOKYMEHTOB, YCTAaHOBJICHHBIX B COOTBETCTBUU C
pelaeMbIMH IOKYMEHTAMU;

)  COBOKYITHOCTH JOKYMEHTOB, CBsI3aHHAs €IUHOOOpPA3HBIMHU MpaBUIAMU
oopMIICHUS.

3. BO3MOKHOCTH HCIOJIb30BaHMS (PaKCHMMJIE KAK COOCTBEHHOH NMOIANMCH
perJaiaMeHTHPYeTCH:

—)  TIpaxaaHCKUM KojekcoM PdD;

—)  IpaBWIaMHU JEONPOU3BOCTBA B (benepabHbIX opraHax
UCIIOJIHUTENIbHOM BJIACTH;

=) TOCTP7.0.97-2016.

4. Kakomy Buay 0JJaHKOB COOTBETCTBYeT IaHHBII HA00pP PeKBU3UTOB?

—)  TocynmapctBennniii rep0 Poccuiickoii ®enepauun, repd cyObekTa
Poccuiickoii  ®enepanuu, -sMOiemMa oOpraHu3alMM, TOBAapHBIM 3HAK (3HaK
o0Ocnmy>kuBaHus), 1ata, HOMEP, MECTO COCTABIICHUS WU U3/IaHUS;

—)  OJjaHK MUChMa;



=)  oOmmii OJIaHK;

F4)  OnaHK KOHKPETHOTO BHJA JOKYMEHTA.

5. IllopsAI0K HANNMCAHUS IOYTOBOIO0 A/Ipeca YCTAHOBJIEH:

—) B IlpaBunmax  pgemompousBojacTBa B  (eAepalbHBIX  OpraHax
UCIIOJIHUTENLHOM BJIACTH;

—) BIOCTP7.0.97-2016;

=) B IIpaBwiax oka3aHHs yCIIyT OYTOBOH CBSI3H.

6. PexkBU3UT «BU32» MOKET BKJIIOYATH:

—)  JOJKHOCTh BH3UPYIOIIET0, €ro MOANKCH, pacliu(ppoBKy (MHULMANBI U
(dbamunusi) u nary;

—)  mnoamuck, pacmudposky (@. . O.), nary;

=)  JOJDKHOCTH, OJIHKCH JIATY;

FY)  mOKHOCTB, MOAMKUCH, pacudpoBky noanucu (O. U. O.).

7. 'epOoBasi me4yaTh NPOCTABJISIETCH HA MUCbMAX:

—)  pEKJIaMHBIX;

) HAIIOMWHAaHUAX;

=)  [OpUIIAIICHUSX;

P4)  rapaHTHHHBIX;

f)  wuHOOPMAIMOHHBIX.

8. TekcTr [OKYMEHTOB COCTABJSIIOT HAa TOCYJAapCTBEHHOM fI3bIKe
Poccuiickoii ®enepannu WJIN Ha TOCYJAPCTBEHHBIX HA3bIKAX CY0OBEKTOB
Poccuiickoit @enepauyu B COOTBETCTBHH C:

—)  OpaBwia JEJIONPOU3BOJACTBA B (peAepabHBIX OPraHAX WCIOJIHUTEIbHON
BJIACTH;

—) 3akoHopatenbcTBoM Poccuiickoit denepanu u cyonekToB Poccuiickoii
denepanuu;

=) TI'CaoYy;

PFY4)  TUOBOM MHCTPYKIIMEH 1O ACIONPOU3BOICTBY.

9. lesb10 CTAHAAPTU3AIUM TOKYMEHTOB SIBJISIETCS:

—)  IOPUAMYECKOE 3aKPEIUICHHE Pe3yIbTaTOB YHU(PHUKALMN JOKYMEHTOB;

—)  pa3paboTKa HOMEHKJIATYypy JeI;

=) cucTemMaTu3alus JOKyMEHTOB B OpraHU3AIINH;

F9)  obOecrnedyeHre COXPAaHHOCTH JOKYMEHTOB;

Fh) 3amuTa KOHQUACHIIUAILHOCTH HH(DOPMAIIUH.

10. YkaxkuTe BApPHAHT OTBETOB, B KOTOPOM MNPAaBWJIbHO Ha3BaHbI
PEKBU3UTHI OJIAHKA MUCbMA:

—) (rep6, sMOnema), KOJ OpraHWU3alMK, HAWNMCHOBAHHWS OpTraHU3AIIHH,
CIIpaBOYHbBIE JaHHble OO0 oOpraHu3anuu, Koa (OpMbl JTOKYMEHTa, MECTO IS
IPOCTaBJIEHUS [JaThl JOKYMEHTAa, MECTO JUJIi MPOCTABICHHSI PETUCTPALMOHHOIO
HOMEpPA JOKYMEHTA, CChIIIKa HA HOMEP U JaTy BXOSIIETO JOKYMEHTA;

—)  (rep0O, sM0Oiema), HAUMEHOBAHUS OpraHU3allUU, KOJI OpraHU3allNH, JaTa
JIOKyMEHTa, MECTO JIJIsl IPOCTABJICHUS] PETUCTPAIMOHHOTO HOMEpa TOKYMEHTA, MECTO
W3/1aHUs JOKYMEHTA, CChIIIKA HA HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,



=) (rep0, »mOiema), HAaMMCHOBAHWUS OPTAaHMU3AIMU, HAMMEHOBAHUS BHJIA
JIOKyMEHTa, JaTra JOKYMEHTOB, KOJl (POpMBI JOKYMEHTa, MECTO JJIsl MPOCTABIICHUS
PErUCTPAllMOHHOTO HOMEpa JOKYMEHTa, CIPAaBOYHBIC JlaHHbIE 00 OpraHu3alluy,
CCBIJIKa HAa HOMEP U JaTy BXOJSIIETO TOKYMEHTA;

Y)  (repO, smOnemMa), HAUMEHOBAHMSI OpraHU3alliK, CIIPAaBOYHbIC IaHHbIE 00
opranuzanuu, koja opranuzanuu OI'PH, mecTo ansa npoctaBieHus nathl JOKyMEHTA,
MECTO JJIsl POCTABJICHUSI PErUCTPAIIMOHHOTO HOMEpPa JOKYMEHTA, CChLIKa Ha HOMED
U JIaTy BXOJAIIETO IOKYMEHTa, MECTO JJIsl 3ar0JIOBKA K TEKCTY.

11. K opranm3anmoHHbIM JOKYMEHTAM OTHOCATCSH:

—) MOPOTOKOJ;
—) YycTaB;
=) UHCTPYKIUS;
P9) mocTraHOBIEHHUE;
F) mnonoxeHue.
12. K pekBM3MTaM NPUKA3a OTHOCATCH:
—) ajpecar;
—) HaWMEHOBaHHE OpPraHU3aIUH;
=) HaMMEHOBaHHE BUJA IOKyMEHTA;
PY4) 3arosoBOK K TEKCTY, TEKCT;
F) rpud yrBepxkacHuUS;
7%) IOIIINCE.
13. AKTBI cO312K0TCH:
—) KOJUIETUAJILHO;
—) Ha OyaHKax;
=) Ha COBEUIaHUH;
PY) BblmecTosiei opraHnu3anuei.

14. HopmaTuBHBIA aKT, HM3JaBaeMblid JAUPEKTOPOM 00pa3oBaTEeIbLHOM
OpraHM3alMu WIH YUpPe:KIeHHus, ITO:

—) mNpHKasz;

—) TMOJIOKEHUE;
=) pacmopspKeHUeE;
PY) permenue.

15. Bo BpeMsi POU3BOACTBEHHOI0 COBCLIAHMA Yy JMPEKTOpPa CeKpeTapb
3anMChIBAJ BBICTYIUIEHUSI U NpuHATHe pemeHus. Kakoii moxkymeHT ciaenyer
oopMUTH 10 UTOTaM 3aceJaHuA?

—) IIporoxkon;

—) PpCIIEHHUE;

=) pacHopsHKeHHE;

PY9) nOpoToKoJI, pelieHne U pacopsKEHUE;

FA) 10 yCMOTPEHHIO HAYAILCTBA.

16. PexBu3uramMu BHelIHe# CIIPAaBKU SIBJISIETCS:

—) T1edYarh;

—) TMOJIIHKCH;



=) HauWMEHOBaHHE BHJa JOKYMEHTA,;

P9) anpecar;

h) HaMMEHOBaHHWE OPraHU3AINM,

7\%)  CCBUJIKAa Ha JIaTy PErUCTPAIIMOHHbIA HOMED.

17. ®akc oTiin4aeTcs OT MUCbMA 0 0(POPMJICHHUIO TEM, YTO:

— ) SIBJISIETCS HE MOJIMHHUKOM, a KOITUEH TOKYMEHTA;

) COJICPKHT PSiJ] TOMOJHUTEIBHBIX PEKBU3UTOB;

= ) meyartaeTrcs Ha Tenedakce;

PY9) He MOKET OBITh 3aBEpPEH MEYaThIo.

18. BbizeanTe U3 KaKuX pa3/iesioB COCTOMT TEKCT NMPHUKAa3a MO0 OCHOBHOM
e TeJIbHOCTH:

—) KOHCTaTUPYIOLIUW U PaCHOPSIUTENbHBIN;

—) KOHCTaTUPYIOIIHUHA U MOCTAHOBJISIIOITUH;

=) KOHCTaTUPYIOIINN U TIPeIIararomuii;

P4) OCHOBHOM M KOHCTaTUPYIOIIUH.

19. Bbigenutre, B KaKOM M3 BHJI0B [JOKYMEHTOB He INPOCTABJISIOTCSH
PEKBU3UT HAUMEHOBAHMS BU/IA JOKYMEHTA.

—) 3asgBIICHHE;

—) CiIyXeOHO€ MUCHMO;

=) JOKJaJaHas 3amHcKa;

P9) nomKHOCTHAs HHCTPYKITHSL.

20. Pacnpegesure yKasaHHble HHKE [JOKYMEHTbI Ha 3 rpynmsbi:

a) OpraHu3anuoHHbIe, 0) pacnopsAuTelbHbIE, B) HH(POPMALMOHHO-CIIPABOYHbIE.

1. Pe3rome.

. JIOJDKHOCTHASI UHCTPYKIIHSL.

. Pacniopspkenue nupekropa.

. CBoJiKka.

. IlocTaHOBJIEHUE KOJIJIETUM.

. MIHCTpYKIMS IO 1€TTONPOU3BOJICTBY.
. CripaBka ¢ mecTa paboTHl.

. [Ipukas o mpueme Ha paboTy.

9. lllTaTHOE pacniucaHue.

10. TpynoBoii 10roBop.

11. IIpurnamenue Ha BBICTABKY.

12. PernameHr.

21. Komuccusi 1m0 paccjielOBaHMI0 MOKapa, TMPOU30LIeAIero B
00pa3oBaTeJIbHOM YYPEKACHUH, YCTAHOBUJIM P (PaKTOB, KOTOPBIE MOCTYKUIN
NPUYNHOM Mmokapa. Kakoil JOKyMeHT H0/1’KHA COCTABUTH KOMHUCCHA?

—) AKT;

—) CHOpaBKy;

=) JOKIAJHYIO 3alHCKY;

PY4) HUHCTPYKLHMIO O MPOTHBOIMOXKAPHOU O€30MaCHOCTH.
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22.  JIokyMeHT, aIPECOBAHHBIA  PYKOBOAMTEJII  OPraHU3ALUM,
coaepkammMi  00CTOATEILCTBEHHOE M3JI0KEHHEe KAaKOro-Jimdo BOMpoca ¢
BbIBO/IaMH U NPENJIOKEHUSIMHU COCTABJICHUA, HA3bIBACTCH:

—)  aKxT;

—) TIpeACTaBJICHHUE;

=) JIOKJIaJHas 3aIliCKa;

9) mnpemioxeHue.

23. JlaToH ci1yxe0HOI0 MUChbMA SBJIACTCH 1aTa:

—)  COCTaBJICHUS;

—) OTHpaBIICHHUS,

=) TOJNHCaHHUS,

P9) momydeHus.

24. CnucoK NMPUCYTCTBYIOIIMX HA 3acedaHuu odopmiisercsi OTAeJIbHO U
NPWIAraeTcs K NPOTOKOJIY, €CJIU TAKOBbIX:

—) Oomnee 15;
—) ©Oomnee 10;
=) Oonee 25.

25. Odopmienne o00JOKKH Jejia IS MNOCACAYIOIIEro XpPaHEHUs
onpeaessiercs:

—) CTaHIapTOM;

—) HHCTpPYKLMEH MO JEJIONPOU3BOJCTBY;

=) pacnopsiKEHUEM PYKOBOIUTEIS.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA MPOXOJAUT B JTamna:
—) 4ETHIpE;

—) T1pum

=) IBa.

27. Homenkiatypa aeJa (pado4mnii IK3eMILISP) MOMEIIAIOT Ha:
—)  CTOJe, O/ CTEKJIOM;

—) ABeple mkada c J0KyMEHTaMH;

=) BHYTPEHHEH CTOPOHE ABEPIIbI MKada ¢ JOKYMEHTAMHU.

28. Bce sincThl Aejia NP MOATOTOBKE UX K NepeJadye B apXUB HyMepPYOTCH:
—) 4YepHbIM rpadUTHBIM KapaHIalIoM;

—) 4YEepHBIMU YEPHHUIIAMHU;

=) KpacHBIM KapaH/aIIOM.

29. Bxoasinmue JO0KYMEHTbI PerHCTPUPYIOTCSH:

—) 1ocJie 03HAKOMJIEHUSI C HUMU PYKOBOJUTENS;

—) B IIEPBOI MOJOBUHE JHS MOTYUYCHUS,

=) 10 O3HAaKOMJICHHSI C HUMHU PYKOBOJUTEJIS.

30. Kaxxnasi oOpa3oBaTe/ibHasi OpraHu3anus 00si3aHa UMeTh:
—) CBOJHYIO HOMEHKJATYpY;

—) UWHIUBUIYAJIbHYIO HOMEHKIATYPY;

=) TUNOBYIO HOMCHKIATYDY.



31. 3a CKOJIBKO JOHeH A0 MCIOJHEHHS NPOBOAAT NpeaynpeauTebHbI

KOHTPOJIb?
—) nBa;
—) onauH;
=) Tpu

32. PazneiuresiiMHU B CIIPABOYHOM KAPTOTEKeE CJIYKAT:

—) Ha3BaHUS CTPYKTYPHBIX MOAPA3ACICHUM;

—) HampapJeHUS JCSITeIbHOCTU MPEANPUATHUS,;

=) [HH HEeIeIH, MecsIia.

33. Ha ucxoasinmeM JOKYMEHTEe PEKBU3HUT «1aTa» CTABUTCS:

—) COCTaBHUTEJIEM JOKYMEHTA;

—) TpH pEruCTpalNH;

=) ToCIe OAMMCAHNS PYKOBOIUTEIICM.

34. Eciiu B AeJie coaepKaTcs A0KYMEHTbI Pa3JIM4HON LEHHOCTH, TO CPOK
XpaHEeHHUs YCTAHABJIUBAETCH:

—)  OoJbIIN;

—) MCHBIIIHUH;

=) CpeIHHUH.

3amaHus I CaMOCTOSATEILHO PadoThI

3aganume 1. OdopMuTh BCE OTMETKH, KOTOpBIE CTaBST Ha JOKYMEHTE B
coorBerctBuu ¢ ['OCT P 7.0.97-2016. VYkaxure MECTOPACHOIOKEHUS OTUX
PEKBU3UTOB Ha OnaHke popmata A4.

3apanme 2. M300pa3ure cxeMaTUUYECKU KIACCU(DHUKALIUIO TOKYMEHTOB.

3apganme 3. Brimummure Ha jguct (opmata A4 Bce mpaBwia o(QopMIEHHUS
TEeKCTa JOKYMEHTa: WHTepBajibl, mpudTel u T. A. B coorBercTBUU ¢ ['OCT P
7.0.97-2016.

3ananue 4. CocraBuTh U OQOPMUTH AOKIAJHYIO 3alMCKy O HapylIEHUU
TPYAOBON JTHUCUUIUIMHBI paOOTHUKOM. Bce peKBU3UTHI U AJIEMEHTHI TEKCTa 100aBUTh
camocrosTenbHo. HamucaTh OOBSICHUTENBHYIO 3alMCKy OT HMEHU pabOTHHKA,
HapyLIUTENS TPYIOBOM JUCLUIUIMHBIL.

3ananue 5. Hanucath 0TBETHOE MUCHEMO-011aroJapHOCTh Ha MO3IpaBIICHUE.

2.2. OueHoYHbIEe CPeACTBA ISl POMEKYTOYHOM aTTecTanuu (3a4er)

Bomnpocsl 1j1s1 npoBeaeHus 3auera:

1. IToHATHE «IOKYMEHT» U €ro (PyHKIIHH.

2. Knaccugukamnust TOKyMEHTOB.

3. CymiHOCTh M OCHOBHOE Ha3HAUYE€HHUE JAOKYMEHTAIIMOHHOTO OO0eCIeUeHUs
JIeSTCILHOCTH TIeJarora.

4. Cuctembl TOKyMEHTAIIWH.

5. 3akoHoJIaTeNbHAsI U HOPMAaTUBHO-MeTOoan4Yeckass 0a3a JJOKYMEHTAIlMOHHOIO
obecrieueHUs yIpaBIeHHUS.

6. @opmyJIsIp JOKYMEHTA.



7. CocTaB peKBU3UTOB JOKYMEHTOB.

8. TpeboBaHus kK 0POPMICHUIO PEKBU3UTOB TOKYMEHTOB.

9. TpeboBanus K O1aHKaM JOKYMEHTOB.

10. Cuctema IoOKyMEHTallMK B 00pa30BaTEIbHOW OpraHU3aIIHH.

11. Opranuzanuonnsie 1oKymMeHThl cuctembl OPJl. OOmias xapakTepucThKa u
Ha3HAY€HUE JOKYMEHTOB.

12. Pacniopsiautenbhbie TokyMeHThl cucteMbl OPJ]. OOmmas xapakrepuctuka u
Ha3HAY€HUE JOKYMEHTOB.

13. UudopmanmoHHo-cripaBouHble  JTOKyMeHThl cuctembl OPJI.  OGmias
XapaKTEPUCTHKA U HA3HAYEHUE JTOKYMEHTOB.

14. /lenoBoe NUCbMO KaK OCHOBHOM BUJ IEPENTUCKHU.

15. bnanku musa nucem. @opMysp AEIOBOTO MUCHMA.

16. OcoberHoCcTH 0UIIUATTEHO-IETIOBOTO CTHIISI COCTABIICHUS TEKCTA JIETIOBOTO
NrchMa.

17. Bugsl  cimykeOHBIX ~ IMCEM,  COCTaBJSIOUIME  OCHOBY  JIEJIOBOM
KOPPECIIOHACHIUH.

18. DnekTpoHHas nepenucka. IINEKTPOHHBIN TOKYMEHT.

19. Opranuzanus J0KyMeHT0000poTa 00pa3oBaTeIbHON OpraHu3aluy.

20. ®opMbl OpraHmuzanMd paboThl € JOKYMEHTaMmH. J[OKyMEHTOOOOpOT.
JIOKyMEHTOIMOTOKH.

21. Iopsimok 06pabOTKH BXOAAIINX JOKYMEHTOB. Perucrpanus TOKyMEHTOB.

22. Topsinok 06pabOTKH UCXOIAIINX JOKYMEHTOB.

23. Iopsnok paboThl ¢ BHYTPEHHUMH JTOKYMEHTAMH.

24. Homenkiatypa Jei.

25. ®opMUpOBAHUE, odopmiieHuE, XpaHEHHWE  JIeI B TEKyLIEM
JEJIONPOU3BOCTBE.

26. YHudukanus 10KyMEHTOB.

27. CranapTusanus JOKYMEHTOB.

28. Hymepanuss MHOTOCTPaHUYHOTO JOKYMEHTA.

29. llpudTsl, Kernu u MoJst, MpUMEHsIeMbIe TTPH 0POPMIICHUHU TOKYMEHTOB.

30. Pestome, aBToOMoOrpadusi, XapakTepuCTUKA: MOHITHE, HA3HAYEHUE, COCTaB
PEKBU3UTOB.

31. 3asgBiieHuE: MOHATHE, HA3HAYEHUE, COCTAaB PEKBU3UTOB.

32. CayxebHas 3amucKa: MOHATHE, HA3HAUECHUE, COCTaB PEKBU3UTOB.

33. OObsicHUTENbHAS 3aMUCKA: TIOHIATHE, HA3HAUYEHHUE, COCTAaB PEKBU3UTOB.

34. JloknagHas 3aMucKa: MOHITHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

35. CrpaBka: IOHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

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

37. llpukas, pacnopsiKEHHE: TOHATUE, HA3HAYCHUE, COCTAB PEKBU3UTOB.

38. IIpuka3 no IMYHOMY COCTaBY: MOHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

39. YcraB, noyI0KEHUE: TIOHATHE, HA3HAYEHHUE, COCTAaB PEKBU3UTOB.

40. JomKHOCTHAsI MHCTPYKIIUS: IOHATHE, HA3HAYECHHE, COCTAB PEKBU3UTOB.

41. UHCTpyKUHS 1O JAEJNONPOU3BOJACTBY: MOHSTHUE, HA3HAYEHUE, COCTaB
PEKBU3UTOB.

42. IlpaBuna: MoHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.



43. KoJUIeKTUBHBIHN AOT'OBOP: ITOHATHUC, HA3HAYCHUC, COCTAaB PCKBU3UTOB.

44.
45.

Oco0OEHHOCTH COCTaBJICHHS TEKCTa IIPOTOKOJIA.
Oco0OEHHOCTH COCTaBJICHHS TEKCTa IIpHUKasa.

46. PexBu3uThl rep0, sMOIeMa, TOBApHBIM 3HAK (3HAK OOCTY>KHBaHUS), KOJ
(bopMBI JOKYMEHTA.
47. PeKBU3UT HaWMEHOBAHHE OpPraHu3allii, HAWUMEHOBAHHE CTPYKTYPHOTO
no/ipa3/ieJICeHusl, HAMMEHOBAHUE JOJIKHOCTH JIUTIA.

48.
49.
50.
51.

PexBU3UT cripaBOYHBIE JaHHBIE 00 OpraHU3alUH.
PexBu3nT HaumMeHOBaHWE BHUIa JOKYMEHTA.
PexBusur nara nokymMeHra.

PexBu3HT perucTpalilnoOHHbIN HOMEP JOKYMEHTA.

52. PEKBU3UT CCBhUIKA HA PETHCTPALMOHHBIM HOMEpP M JAAaTy HOCTYNHUBIIErO
JOKYMEHTA.

53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
74.
75.
76.

PexBuzut mecTo cocraBieHus (M31aHUsA) JOKYMEHTA.
PexBuzut rpud orpaHudeHus J0CTyNa K JOKYMEHTY.
PekBusut anpecar.

PexBuzut rpud) yrBepKaeHUs TOKYMEHTA.

PexkBU3UT 3aroI0BOK K TEKCTY.

PekBU3UT TEKCT NOKYMEHTA.

PexBr3UT OTMETKA O MPUIIOKEHUMU.

PexBuzut rpud coriiacoBanus JOKyMEHTA.

PexBusut Bu3a.

PexBu3uT nmoamnmce.

PexBu3uT oT™METKa 00 3JIEKTPOHHOM MOJIIUCH.
PexBu3ut neyars.

PekBu3uT OTMETKA 00 MCTIOITHUTEIIC.

PexkBu3nT oTMETKA O 3aBEPEHUM KOIIWH.

PexkBu3uT 0TMETKA O TTOCTYIJIEHUHU JJOKYMEHTA.
PexBusurt pesosronus.

PexkBu3uT 0OTMETKA O KOHTPOJIE.

PexkBu3nT 0TMETKA O HAIIPaBJIEHUU JOKYMEHTA B JIEJIO.
[TonsiTHE «JIOKYMEHT» M €T0 (DyHKITHH.

CBOMCTBa 1 IPU3HAKU TOKYMEHTOB.

CriocoObI M cpeaicTBa JOKYMEHTHPOBAHMS.
Knaccudukanus 10KyMEHTOB

Cucrembl IOKyMEHTAIUH.

3aKOHOJATENbHBIE aKThl W TOCYJIAPCTBCHHBIE CTAHAAPTHI B

JTOKYMEHTUPOBAHUS YIIPABIEHYECKOU EATEIBHOCTH.

77.

HOpMaTI/IBHO-HpaBOBBIe AKTbl WM MCTOAMYCCKUC OOKYMCHTBI

o0actu

OpraHoB

UCTIOJTHUTEILHOM BJIacTH B OOJAcTU JOKYMEHTHUPOBAHMS  YIIPaBICHUECKOMN
JEATEIBbHOCTH.

78.

JlokanbHbBIC HOPMATHUBHBIC AKThI OpraHu3anmnu B

ACIOIIPONU3BOACTBA.
79. Ilousitue «PCKBU3UT JOKYMCHTA». ITocTossHHBIEC M INCPCMCHHBIC PCKBU3UTEHI.

80.

[TpaBuna opopmieHUsT peKBU3UTOB IOKYMEHTA.

obactu



81. OcoOeHHOCTH OPUITUATHHO-JETIOBOIO CTUJISL JOKYMEHTA.

82. OO1IenpUHATHIE CTUIIEBBIE 000POTHI.

83. YnoTpebiieHne NpOnUCHBIX U CTPOUYHBIX OYKB.

84. lonyctumble U HanOoJiee ynoTpeOasieMble COKpaICHHSL.

85. TpeboBaHus K 0POPMIIEHHIO PEKBU3UTOB JJOKYMEHTOB.

86. biiaHK1 TOKYMEHTOB M MOPSIIOK UX 0QOPMIICHHUSL.

87. OpraHn3alMOHHO-IIPABOBBIE TOKYMEHThI OpraHU3alld, UX LEIU U 3a0a4H
CO3JaHusl.

88. JIOKyMEHTBI, pEryJIMPYIOIINE IEATEIBHOCTh OPTAaHU3AMN U CTPYKTYPHOTO
NO/Ipa3/IeNCHU.

89. JIOKyMEHTBI, PETYJIUPYIOIIUE AEATEIBHOCTh COTPYAHUKOB. YCTaB, pPOJb
yCTaBa B JAESATEIbHOCTH OpPraHu3aliu.

90. [lonoxenue 00  opraHuM3aluu,  IMOJOXKEHUE O  CTPYKTYpPHBIX
NO/IPa3JIEICHUSAX.

91. JoroBop: BUAbI U HA3HAYECHHUE.

92. TpynoBoe cornaiieHue.

93. lllTaTHOE pacMCaHUE U JOJKHOCTHAS UHCTPYKIIUS.

94. Ilenu ¥ 3a1a44 U3AAHUS PACIIOPSAUTEIBHBIX TOKYMEHTOB.

95. JIOKyMEHTBI, N3/1aBa€Mbl€ Ha OCHOBE KOJUIETHAIBHOIO IPUHATHUS PELICHUS.
[IocTaHOBIIEHHS U PELICHUS.

96. JIokyMeHTBI, U3/1aBacMble Ha OCHOBE E€IMHOJIMYHOIO IMPUHATHUS PEIICHHUS.
[Ipuka3 1O OCHOBHOW JESATEIBPHOCTA M BBINMCKA W3 IMPHUKa3a IO OCHOBHOWU
NEeATENbHOCTH.

97. PacnopsikeHue.

98. IIpoTOKOI M BBIMKMCKA U3 TPOTOKOJIA.

99. Ciy>xeOHbIE JOKYMEHTHI, oOOecrieunBaroniue WHOOPMAIMOHHBIA OOMEH
MEXAY CTPYKTYPHBIMH MOJIPA3AECICHUSAMU U OpraHU3alHsIMH.

100. CopaBku. OCHOBHBIE PEKBU3HUTHI CIIPABOK.

101. AxTbI u TpeOOBaHUS K UX OOPMIICHHIO.

102. JloknagHble U OOBICHUTEIbHBIC 3AIMCKH.

103. OcHoBHbIE TpeOOBaHUS K COCTaBICHHUIO U O()OPMIICHUIO JIEIOBBIX IMHCEM.

104. Ocobennoctu  opopMICHHS  JOKYMEHTOB  TIEpeJaBaeMbIX  IIO
AIEKTPOHHOM MOYTE.

105. TlousTHE «IOKYMEHT» U €T0 (PYHKIIHH.

106. Bwuapl 1 pa3HOBUIHOCTH JOKYMEHTOB.

107. CaoiicTBa U NPU3HAKU TOKYMEHTA.

108. CnocoObl JOKyMEHTHPOBAHHSL.

109. Knaccudukanus 10OKyMEHTOB U CUCTEM JOKYMEHTALIMH.

110. YuauduuupoBaHHas cuctemMa JOKyMEHTAalUH.

111. CocraB peKBU3UTOB TOKYMEHTA.

112. Buasl opraHn3aliMOHHO-IIPABOBBIX JOKYMEHTOB, UX HA3HAYCHUE.

113. Buasl pacnopsIuTENbHBIX JOKYMEHTOB, NX Ha3HAYCHUE.

114. Bunel nH)OpMalMOHHO-CIIPABOYHBIX JOKYMEHTOB, UX Ha3HAYCHHUE.

115. 3akoHomaTenbHBIE aKThl W TOCYJApCTBEHHBbIE CTaHAAPTHI B 00JacTH
JOKYMEHTUPOBAHMS YIIPABICHYECKOM IEATEIbHOCTH.



116. HopmaTuBHO-IIpaBOBBIE AKTBI M METOJWYECKHE JIOKYMEHTHI OpPraHOB
UCIIOJHUTENBHOM BlacTh B 0O0JIaCTU  JOKYMEHTHUPOBAaHHUS  YIPaBIECHYECKOU
NEATEIBHOCTH.

117. JlokanpHple = HOpPMATHBHBIE  aKThl  OpraHM3alMu B  o0jacTu
JEJIONPOU3BOCTBA.

118. TloHATHE «pPEKBHU3UT NOKyMeHTa». IloCTOSHHBIE U IIEpEMEHHBIE
pekBu3uTHL. [IpaBuna opopmiieHUs: peKBU3UTOB TOKYMEHTA.

119. OcobeHnocT 0(hUIHATEHO-AETIOBOTO CTHIIS TOKYMEHTA.

120. OOwenpuHAThIE CTHIEBBIE O0OPOTHL. YMOTPeOJIEHUE MPOMHUCHBIX U
CTPOYHBIX OYKB.

121. Jlomyctumble u HanOoJee ymoTpeoIseMble COKPAIICHHS.

122. TpeboBanus K 0pOPMIIEHUIO PEKBU3UTOB JOKYMEHTOB.

123. bnaHku JOKYMEHTOB U MOPSAOK UX OPOPMIICHUS.

124. OpraHu3allduOHHO-TIPABOBBIC JOKYMEHTHI OpTraHU3alluh, HX LeJId |
3a/1a4 CO3JaHusl.

125. JIOKyMEHTBI,  pEeryaupyroolmue  JeATEIbHOCTb  OpPraHu3aluud U
CTPYKTYPHOTO MOJpa3CICHUS.

126. JIoKyMEHTBI, pEryJUpPYIOIIHE ACITEIBHOCTh COTPYAHUKOB. Y CTaB, pOJb
yCTaBa B JEATEIbHOCTH OPraHn3aliu.

127. Tlonoxenue 00  OpraHu3alMd, IMOJIO)KEHHUE O  CTPYKTYPHBIX
NO/Ipa3/ICTICHUSX.

128. JloroBop: BUIIbI U HA3HAYCHUE.

129. TpynoBoe corameHue.

130. IllratHOE pacnucaHue U JOJKHOCTHASI HHCTPYKLIHSL.

131. Llenwu m 3amaun U3gaHUs PACIIOPAAUTEIBHBIX JOKYMEHTOB.

132. JlokyMeHTBI, H3/aBacMble Ha OCHOBE KOJUIETMAIBHOIO IPHUHITHS
peuienus. [locraHoBIeHUs U peLICHMUS.

133. JIoKyMeHTBI, U3jaBacMbl€ Ha OCHOBE €AMHOJNYHOTO IPUHATHUS PELICHUS.
[Ipyka3 1m0 OCHOBHOM JEATEIBHOCTM W BBIIMCKA M3 IPUKa3a [0 OCHOBHOM
NEATEIBHOCTH.

134. Pacnopsbxenue. IIpoTokon 1 BBIIIMCKA U3 TPOTOKOJIA.

135. CnyxebHble JOKYMEHTHI, obecreunBaronue HHGOPMaIMOHHBIN 00MeH
MEXAY CTPYKTYPHBIMU MOJIPA3ICICHUSAMU U OpraHU3alHsIMHU.

136. Cnpaku. OCHOBHBIE PEKBU3HUTHI CIIPABOK.

137. AKkTeI 1 TpeOOBaHUS K UX O(DOPMIICHHIO.

138. JloxmagHble B OOBICHUTEIHHBIC 3aIIUCKH.

139. OcHoBHbIE TpeOOBaHUS K COCTABICHUIO B O()OPMIICHHUIO JIEIOBBIX MHUCEM.

140. Ocobennoctu  OopopMICHHS  JOKYMEHTOB  TEpeJaBaeMbIX  TIO
3JIEKTPOHHOM TOYTE.



