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1. HACIIOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NpUMEHECHUA

®onn  oneHouyHsix cpeacts (GOC) — HeorbemiieMas dacTb pabouei
IpOrpaMMbl JUCHUIUIHHBL «J{0OKyMEHTOOOOpPOT 00pa3oBaTeNbHON OpraHu3alun» |
MpeHa3Ha4YeH Il KOHTPOJS U OLEHKH 00pa30BaTENbHBIX JTOCTUKEHUHN CTYIEHTOB,
OCBOMBIIIMX MTPOTrPaMMYy JUCHHUTIITUHBI.

1.2. Hean u 3aga4u GOoHAA OLIEHOYHBIX CPEACTB
Henp ®OC — yCTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKHA OOYYarOIIErocs

tpeboBanusiM OPI'OC BO OakanaBpuar mo HampabieHUIo noarotoBku 44.03.01
[lengaroruueckoe  oOpa3oBaHWE, YTBEPXKACHHbIM  IMpUKa3oM  MuUHHUCTEpCTBa
oOpazoBanust 1 Hayku Poccuiickoit ®enepaunn «O0 yTBepKIeHUH (eaepanbHOro
rOCyJIapCTBEHHOI'O  O0pa30BaTEIbHOIO CTAaHJIApTa BBICIIErO O0pa3oBaHUA —
OakanaBpuat 1o HampasieHuto nmoarotosku 44.03.01 Ilenarornyeckoe oOpa3oBaHUE»
oT 26.11.2020 Ne 1456 (c u3aMeHeHUsIMU U JONOJIHEHUSIMH) U [IpodeccnoHaibHbIM
CTaHIApPTOM, YTBEpKICHHBIM lIpukazom MuHncTepcTBa Tpyla W COLHAIBHOU
3amuThl  Poccuiickoit  ®enepauun  «O0  yTBEpXKIECHHH MNPOPECCHOHAIBHOIO
cragaapra «llemaror (memaroruueckass AesTENBHOCTh B c(epe TOMIKOJIBHOIO,
HAYaJIbHOTO OOIIEro, OCHOBHOIO OOIIEero, cpemHero oOmiero o0Opa3oBaHMs)
(Boctiutarenb, yuntens)» oT 18.10.2013 Ne 544n (c usmenenusmu ot 25.12.2014).

1.3. Ilepeyenbr kKommereHuMd, (GOopMHUPYEeMBIX B IpoLecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHOI MPOrPaMMBbI

[Ipouiecc ocBoeHUsI AUCHUILUIMHBI HAmpaBieH Ha (OPMUPOBAHUE CIEAYIOIIUX
KOMITETEHLIMH ¥ MHJIUKATOPOB MX JOCTHXKEHUS:

Koa mo ®I'OC BO ‘ NuauKaTop A0CTHKEHHSA
YHuBepcalbHbIE
YK-4 YK-4.1. Bnageer cucTeMOi HOpM PYCCKOTO JINTEPATYPHOT'O S3bIKa
Crniocoben OCYILIECTBIIATh | P €r0 MCIOJIb30BaHMM B KadyeCTBE T'OCYAAPCTBEHHOIO S3bIKa

JIENIOBYI0 KOMMYHUKanuio B | Poccuiickoir  ®denepaumm ©  HOPMAaMH  MHOCTPAaHHOTO(BIX)
YCTHOM M THCbMEHHOM | A3bIKAa(OB), HCIIOJIb3YeT pa3iuyHble (QOpPMBI, BUIBl YCTHOH U
¢dopMax Ha rocylapCTBEHHOM | MUCHbMEHHOW KOMMYHHUKAIHH.

A3BIKE Poccniickoit
Denepanuu "
MHOCTPaHHOM(BIX) SI3bIKE(aX)

VK-4.2. Hcnonb3yeT S3bIKOBBIE CpPEACTBA [JIsI JTOCTHKECHUS
npodeccCHOHANBHBIX IeNiell Ha PYCCKOM M MHOCTPAHHOM(BIX)
A3bIKe(aX) B paMKax MEXKIUYHOCTHOTO M  MEXKYJIbTYPHOIO
OOIIICHMS.

VK-4.3. OcymiecTBisieT KOMMYHUKAIMIO B LU(GPOBON cpeae A
JTOCTIDKCHHS TpodeccHOHambHbIX Ieled U 3P (HEeKTUBHOTO
B3aUMOJICVICTBHUSI.




OIIK-1. Cnoco6en | OIIK-1.1. TlonumaeT ¥ OOBSCHSET CYIIHOCTh TMPUOPHUTETHBIX

OCYILECTBIATD HampaBJiICHUN pa3BUTHs 00pa30BaTEeNbHON cUCTeMbl Poccuiickoit
npoeCCHOHATIBHYIO @Denepanyy, 3aKOHOB M MHBIX HOPMATHBHO-IIPABOBBIX AaKTOB,
JIeSATEIIbHOCTh B | PETVIAMEHTUPYIOIIMX  OOpa3oBaTeNbHYIO  JEATENBHOCTH B

COOTBETCTBUU ¢ HOpMaTuBHO | Poccuiickoii ~ ®enepanuu, HOPMATHUBHBIX JOKYMEHTOB IO
MPAaBOBBEIMU aKTamMu B cepe | Bompocam OOy4YeHHST UM BOCIHTAHUS JETeH M MOJIOJICKH,
oOpa3oBaHusi ¥ HopMmamiu | ¢efepalbHBIX TOCYAAPCTBEHHBIX O0Opa30BATEIbHBIX CTAH/IAPTOB
pohecCHOHATLHOM STUKU JIOUIKOJIBHOTO, ~ HAYaJlbHOTO  OOIIero, OCHOBHOTO  OOWIEro,
CpenHero ooiero, cperHero npogeccHoHaIbHOrO 00pa30BaHUS,
npodeccnoHaIbHOTO O0Y4YeHHs, 3aKOHOJATENIbCTBA O IpaBax
pebeHka, TpPyJ0BOr0 3aKOHOAATEIbCTRA.

OIIK-1.2. [Ilpumenser B CBO€H [€ATEIbHOCTH OCHOBHBIC
HOPMAaTUBHO-TIPABOBbIE aKThl B cdepe 00pa3oBaHUs U HOPMBI
npodeccHOHAIbHON 3THKH, O0ecTieunBaeT KOH(UICHIIMATLHOCTD
CBeIeHM 0 cyOBekTax  oOpa3oBaTeNbHBIX  OTHOIICHUI,
MOJTYYCHHBIX B Mpo1iecce Npo(hecCHOHAIbHON AEITEIbHOCTH.

1.4. Dranbl ¢GopMUpPOBAHMS KOMIECTEHIMI W CPeACTBA OLECHUBAHMS
YPOBHS UX ¢ OPMHPOBAHHOCTH

. KonTpoabHo-o1eHOYHBIE

Jransl popmupoBaHus komnereHunid | Komnerenuumn

cpencrna / cnocod OleHnBAHUSA
Tema 1. Teoperuko-npaBoeie u | YK-4; OIIK-1 BeIcTyruleHMe Ha NPAaKTUYECKUX
HOpPMAaTUBHBIE OCHOBBI 3aHATHAX, YCTHBIN ompoc
JOKYMEHTAIlMOHHOT'O obecrnieueHus
yIpaBJICHUS
Tema 2. Crangaptuzauus npornecca | YK-4; OIIK-1 BeIcTyruleHHe Ha NPaKTUYECKUX
JOKYMEHTUPOBAHHUS 3aHATHSX, YCTHBIN ONPOC
Tema 3. Cucrema opranuzanuonHo- | YK-4; OIIK-1 BricTymieHne Ha NpPakTHUECKHUX
pacnopsiANTENbHON JOKYMEHTAluU 3aHATHSX, YCTHBIN ONPOC
Tema 4. Opranuzanus | YK-4; OIIK-1 BricTyrieHne Ha NpPakTHUECKHUX
JOKYMEHTOOOOpoTa  00pa3oBaTebHON 3aHATUSX, YCTHBIN OIPOC
OpraHu3aluu
Texkyumas arrecrauus VYK-4; OIIK-1 Kontponbnas padota
IIpome:kyTouHas arrecrauus YK-4; OIIK-1 3auer

1.5. Onucanue noka3zareseil GOpMUPOBAHNS KOMIIETEHIIH

Ko komMnereHuun PesysbTaTsl chopMHPOBAHHOCTH

YK-4 3HaeT: TEOpPEeTUYECKHE OCHOBBI JOKYMEHTAI[HOHHOTO O0ecredeHus
yIpaBieHUs, €ro TEePMUHOJIOTHIO M 3aJjauyd; CBOMCTBA, (QYHKIUH U
NpPU3HAKU JIOKYMEHTa; CHocoObl M CpeacTBa JOKYMEHTHPOBAHMUS,
KJIaCCU(UKALMI0O BHUJOB JTOKYMEHTOB; CTPYKTYpPy JOKYMEHTOB H
HOpPMAaTHBHBIE TPEOOBAHUS K MX COCTABICHHIO U O()OPMIICHHUIO.

VYmMmeeT: cocTaBiATh U O(QOPMIIATH JIOKYMEHTBHI, HCIOJb3YEMbIE B
npoeCCUOHATBHON ~ JEeSATeIbHOCTH TeJarora B  COOTBETCTBHU  C
YCTaHOBJCHHBIMU  TpeOOBAHMUSIMHM, B TOM  4YHUCJIE€  HCIOJIB3YS
MH(POPMALIMOHHBIE TEXHOJIOTHH.

Bnaneer HaBblkamu: cocTaBiieHUSt U O(OpPMIIEHUS Pa3IMYHBIX BUIOB
JOKYMEHTOB TpPAJHIMOHHBIM CIIOCOOOM H B 3JEKTPOHHOM BUJE,
HaBBIKAMH JICJIOBBIX KOMMYHUKAIIMI B YCTHOM M MUCbMEHHOU opMe Ha




PYCCKOM SI3BIKE.

OIIK-1 3HaeT: MpaBOBbIC, HPABCTBEHHbIE M 3TUYECKUE HOPMBI, TPEeOOBaHUS
npodpeccuoHanbHol  3THKM; Kogekc  mpodeccuoHambHOW — 3TUKH
nezjarora.

VYMmeeT: NpOLyKTUBHO U KOHCTPYKTUBHO B COOTBETCTBUU C dTUYECKUMU
OPUHIUIIAMA W T[paBWIaMH  NPO(ECCHOHAIBHOTO  MOBEACHUS
[e/1aroruyeckoro paboTHUKA B3aMMOAEHCTBOBATE C KOJIIEIaMHu.

Bnaneer: — cnocobamu B3aMMOJEHCTBUS € JAPYTMMH Y4aCTHUKaMH
o0pa3oBaTeNLHOIO  Hpollecca B COOTBETCTBUHM C  IIPABOBBIMU,
HPaBCTBEHHBIMH U JTUYECKUMHU HOpMaMu,  TpeOOBaHUSIMU

npoeCCHOHATIBHON TUKH; — PEUEBbIM MOBEIEHUEM (KOTOPOE 3aBHCUT
OT JIETePMHUHAHTOB KOMMYHHMKATHBHOTO aKTa (CTaTyC KOMMYHHKAHTOB,
TeMa U CUTyalus OOILEHMs), CMEHbl KaHaJOB (II€PEX0J]] OT YCTHOI'O
OoOLIeHUsT K THMCbMEHHOMY, U HAao00pOT), KOJOB (SI3BIKOBBIX U
MapaJIMHTBUCTHYECKUX), KAaHPOB COOOMIEHWH U T.1.); OBICTPOTOM
peaknmMu Ha BCEBO3MOXKHBIE CHUTHAJBl yCTHOW KOMMYHHUKAIIUH,
CHOCOOHOCTBIO MEPEKIIIYATHCS C OJJHOM MBICIUTENBHOMN AeATeIbHOCTH
Ha JIPYTry10, ObICTPO BXOJIUTh B TEMY COOOIIEHUS

1.6. Kpurepuu ouneHUBaHHSI KOMIIETEHIMHA HAa Pa3HbIX IJTanax HX
(popMupoBanusn

KosmuectBo
Bup yueOHoit padoTbl 0a/1;10B
101010 300

BrinonHenue u 3anmra NpakTHYECKUX padboT 40 45
KonTponbhas pabota 15 15
KoHnTponb camocTosTenbHON paboThl 20 20
VYcrHbll 3aueT 25 20
Bcero 100

HakonureabHas cucreMa ouneHuBanus no 100-0a1JnbH0M IKAJIe

YerbipexoaiibHAS Cucrema
100-6amnbHas | BykBenHasi mkasa, coorBercrpylomas 100-
CHCTEMA ONEHNBAHUSA OllecHUBAHUS

IKaJia 0aJJILHOI 1IKaJIe
IK3aMEHa 3adyera

OTnuaHO 90-100 A — OTJIMYHO — TEOPETUYECKOE COAEPIKAHNE
Kypca OCBOEHO TIOJTHOCTHI0, O€3 TIPOoOeIoB;
HEO0XOINMBIE IPAKTHYECKUE HABBIKH PAOOTHI
C OCBOCHHBIM MaTEpHAIOM C(HOPMHUPOBAHEI,
BCE IPEAYCMOTPEHHBIC IPOrPaMMOi
o0y4yeHHs yueOHBIC 3aJaHUS BBHITIOJTHEHBI,
KAueCTBO MX BEIITOJIHEHHS OLIEHEHO YUCIOM
0aJuIoB, OJIM3KUM K MaKCHMAaJTbHOMY

Xopoio 83-89 B — oueHb XOpOLIO — TEOPETUUECKOE
coJiep)KaHue Kypca OCBOSHO MOHOCTHIO, 6e3 3adreHo
po6esoB; HeOOXOUMBIE TPAKTHIECKHE
HABBIKH pa60T1)1 C OCBOCHHBIM MaT€pHajioM B
OCHOBHOM c(hOopMHPOBaHEI; BCE
MIPEeyCMOTPEHHBIE IPOTPaMMON 00yIECHHUS
y4ueOHbIC 3aJaHNs BHIIIOJTHEHBI, KAYeCTBO
BBINOJTHEHHS OOJIBIIMHCTBA U3 HUX OLICHEHO
YHCIIOM 0aJJIOB, OJIM3KUM K MaKCHMaJIbHOMY

Xopoio 75-82 C — XOpo1I0 — TEOPETUYECKOE COACPIKAHNE
Kypca 0CBOEHO TIOJIHOCTBIO; HEKOTOpBIE




MIPAaKTHYECKHE HAaBBIKK pabOThI C 0CBOCHHBIM
MaTepHanoM c()OpMHUPOBAHBI HEAOCTATOUHO;
BCE IIPEIYCMOTPEHHBIE IPOrPaMMOi
o0y4eHus: yueOHBIE 3aJaHUS BHITIOTHEHBI,
KaueCTBO BBIITOJHEHHUS HU OJJHOTO U3 HUX HE
OLICHEHO MUHHMMaJIbHBIM YHCIIOM 0aJlIoB,
HEKOTOpPbIC BUJBI 331aHUI1 BEITIOJIHEHBI C
omuOKaMu

VY 10BNETBOPUTETHHO 63-74 D — y10BIETBOPUTENBHO — TEOPETUYECKOE
COZIep’KaHue Kypca OCBOEHO YaCTUYHO, HO
po0eITbl He HOCST CYIECTBEHHOTO
XapakTepa; He0OX0MMBIE TPAKTHIECKHE
HaBBIKU PabOTHI C OCBOCHHBIM MaTepUajioM B
OCHOBHOM C(hOpMHUPOBaHBI; OOJIBIIUHCTBO
NPEyCMOTPEHHBIX IIPOrPaMMON 00ydeHHS
y4eOHBIX 33/IaHUIl BBITIOTHEHO, HEKOTOPBIC U3
BBINIOJIHCHHBIX 33JaHMI COAEpKAT OMINOKU

Y 10BIETBOPUTEIBHO 50-62 E — nmocpencTBEHHO — TEOPETHUECKOE
cofiep’KaHNE Kypca OCBOCHO YaCTHYHO;
HEKOTOPbIE IIPAKTUIECKUE HABBIKK PAOOTHI HE
c(OpMHUpPOBaHBI, MHOTHE MIPEAYCMOTPEHHBIE
yueOHO#1 porpaMMoii 00ydeHus yueOHbIC
3aJ[aHusl HEe BHITIOJHEHBI MO0 KauecTBO
BBINTOJIHEHHBIX HEKOTOPBIX U3 HUX OLICHEHO
YHUCIIOM 0aJJIOB, OJIM3KUM K MUHUMAJIBHOMY

HeynosnerBopurensHo 21-49 FX — Hey1oBIETBOPUTETHHO — TEOPETHUECKOE
COJIepXKAaHUE Kypca OCBOCHO YaCTUYHO;
HEOO0XOIUMBIC TIPAKTHYECKUE HABBIKH PaOOTHI
C OCBOCHHBIM MaTEpHAaIOM HE
c(OPMHUPOBAHBL; OOIBITHHCTBO
MIPEeyCMOTPEHHBIX YIeOHOH mporpaMMoin
o0y4yeHHsT y4eOHBIX 3aJaHHIA HE BBITIOJHEHO
00 Ka4eCTBO MX BBHITIOJTHEHUS OLCHEHO
YHCIIOM 0aioB, 6JM3KUM K MUHUMAJIEHOMY
HpYU TOTIOJTHUTENIFHO CAMOCTOSTEIHbHOM
paboTe Haz MaTepHaIoM Kypca BO3MOXKHO

He 3auteno
IIOBBIINICHUC KAYE€CTBA BBIIIOJIHCHUA yqe6H1)1x
3aaHUI
HeynosnerBopurenbHo 0-20 F — HeynoBIETBOPUTENHHO — TEOPETUYECKOE

coziepKaHue Kypca HE OCBOEHO;
HEeo0XO0/IMMbIE IIPAKTHYECKUE HABBIKU PaOOThI
He cOpMHUPOBAHbI; BCE BHINOJHCHHBIC
y4ueOHBIe 3aJJaHusI COIeP KaT IPyObIe OIIHOKH;
JIOTIOJTHUTENbHAsE CAMOCTOsITENIbHAs paboTa
HaJl MaTepHajoM Kypca He IpUBEIET K
KaKOMY-J1100 3HAYMMOMY MOBBILICHHIO
Ka4yecTBa BBITIOJIHEHHs] YUEeOHBIX 3aJaHuUi

2. KOHTPOJIBHO-OIIEHOYHBIE CPE/ICTBA
2.1. OueHO4YHBbIE CPEICTBA TEKYIIEr0 KOHTPOJIS (TUIOBBIE)

Bomnpocs! AJis1 ycTHOr0 onpoca:

1. [laite onpeneneHue MOHATHS «TOKYMEHT.

2. Packpoiite monsatue «JOY». HazoBure mpodeccroHanbHbIE TEPMHUHBI U
OIpeIeNIeHUs B 00JIaCTH JIeJIONPOU3BOCTBA.

3. HasoBure u packpoiite pyHKINN JOKYMEHTOB.



4. Kakue OCHOBHBIE 3aKOHBI B 00JIACTH OpraHU3aIUH JCIONMPOU3BOICTBA BBI
3Haere? HazoBuTe coaepkaHue TMakeTa o00s3aTEeNbHBIX 3aKOHOJATENBHBIX U
HOpPMAaTUBHBIX JOKYMEHTOB B obsactu JJOVY.

5. HazoBute mnpaBwiia  yTBEpXKIECHHUS  JOKYMEHTOB. TpeOoBaHus W
odopmIICHHE.

6. Kakue peKkBU3HUTHI SABISIIOTCS «HOPUAUYECKH 3HaUuMMbIMU»? I[IpaBuna ux
odopmieHus. YTo BKITIOYAET B ce0s OHITHE «IIPaBOBasi OXpaHa JOKYMEHTOB»?

7. llpuBenurte mpuMeEpPHI JOKYMEHTOB, KOTOPbIE MOJIEKAT YTBEPKIACHUIO U HA
KOTOPBIX CTaBUTCA nevath. Kak opopmiiaiores nepednu Takux JOKYMEHTOB?

8. HazoBute 3aKOH, B COOTBETCTBUU C KOTOPBIM O(POPMIISIOT PEKBU3HUTHI
nokyMeHToB cuctembl OPJI. JlaTa BBeeHHe 1 4TO OH ycTaHaBiuBaeT. HazoBute Bce
PEKBU3UTHI.

9. HazoBute pexkBu3uThl o0miero OnaHka W OnaHka ayig nucbma. [lpaBuna
opopmiienusi. Kakue Buapl OmaHkoB Bbl 3Haere? B uem ocoOeHHOCTh OiaHka
JOJKHOCTHOTO JInna’?

10. CornacoBanue u BuzupoBanue. HazoBuTe BUIBI U CPOKH COTJIACOBAHUS, U
BU3UPOBAHKE TOKYMEHTOB.

11. Pacckaxkxute 0 medarsix W IWITamMmax NpeaupusThid u opranuszauuid. Ha
KakMX JIOKyMEHTax crTaBsTcs nmedarb? Kakue TpeOoBaHMS MNPEABABIAIOT K
UCIIOJIb30BaHUI0 repOOBOM mieuaTu?

12. PackpoiiTe coxep:kaHWe TOHATHUSA «yIlpaBieHue». Ha3zoBure cHCTEMBI
JIOKYMEHTOB ymnpaBiieHus. Packpourte nonsitue «OPJl». Kakue rpynmbel u Buabl
JTIOKYMEHTOB BxoAsT B OP/]?

13. Pacckaxxute 00 OCOOEHHOCTSIX 3JIEKTPOHHOTO JOKYMEHTA, 3JIEKTPOHHOM
NEePENUCKU U TpPeOOBAaHUSX, IPEIBABIAEMbIX K HEH.

14. B yem ocobeHHOcTH OnaHka ayig nucbma? HazoBuTe peKkBU3UTHI OJlaHKa
JUISL IAChMa U PEKBU3UTHI CITYKEOHOTO MHCHhMA.

15. YUto pernmamMeHTUpYyeT TUMOBAasE MHCTPYKLHMS MO JAeI0nponu3BoACcTBY? JlaiiTe
XapaKTEPUCTUKY OPraHU3al[MOHHBIM JOKYMEHTaM U HA30BUTE UX BUJIBIL.

16. HazoBute Buasl HHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB, JalTe
XapaKTEPUCTUKY Kaxxa0My BUay. [IpuBennTe n3BECTHBIE BaM BUBI PETUCTPALIUU.

17. laite  XapakTEepUCTUKY YYPEOUTEIBHBIM JOKYMEHTaM M  YCTaBy
npennpusatusd. Kakue BUIbl yCTaBOB Bbl 3HaeTe?

18. [Jaiite  xapakrepuctuky JOOKymeHTy «llomokeHue» U Ha30BHTE
CTPYKTYPHBIE€ YACTH TEKCTa JOKYMEHTA U €r0 COACPKAHUS.

19. [aiite xapaktepuctuky 1okyMeHTy «MHcTpykuus». [IpuBennure nmpumepsl.
JloJDKHOCTHAsI MHCTPYKIUS, CTpyKTypa Tekcta. Odopmienue. O3HaKOMIICHHE.

20. llITatTHoe  pacnucanue OcCOOEHHOCTH  COCTaBJieHUs, O(OpPMIICHUS.
TpeGoBaHUE K UCTIOIB30BAHUIO YHUPHUITUPOBAHHBIX (POPM.

21. IIpaBuna BHyTpEHHEr0 TPYAOBOTO pacnopsiaka u [lonoxxeHue o nepcoHae.

22. JlaiiTe XapaKTEepUCTUKY PACTIOPSIAUTENBHBIM JOKYMEHTAM.

23. Ha3oBuTe BUBI pacIOPSAIUTENbHBIX JOKYMEHTOB U OCOOCHHOCTH KaXI0TO.
Ha3zoBuTe CTpyKTypHBIE 4YacTH TEKCTa  PACHOPSOUTENBHBIX  JOKYMEHTOB,
oopmiieHne npeaMOyIIbl U PACTIOPSIUTEIBHON YacTH.



24. B 1yem ocoOeHHOCTH ciykeOHbIXx TuceM? HazoBuTe BHABI CITyKEOHBIX
nuceM. Kakue TpeOoBaHus NPEABIBISIOTCSA K TEKCTY CIY>KEOHBIX MUCEM?

25. HazoBute mpaBmwia oQOpMIIEHUS  PEKBU3HMTA  «ajpecar». Bumuel
aZpeCcOBaHUA.

26. UTo BXOJUT B MOHITUE «IIPOBEACHUE IKCIEPTU3BI HEHHOCTU JOKYMEHTa»?

27. PackpoiiTe TMOHATHS «IOKYMEHTOOOOPOT», «IOKYMEHTOIOTOKH». JlaiiTe
XapAKTEPUCTUKY KaXXIOMy BHAY JOKYMEHTOIIOTOKA, YKaXUTE€ HX OCOOEHHOCTH.
Kakum 06pazom onpenensiercs JOKyMEHTOOOOPOT MPEAIPHSITHS ?

28. Homenkiatypa nen. 3nauenue. CocraBieHue. Buabl HOMEHKIATYpHI.

29. IloarotoBka AOKYMEHTOB K CJade€e B BEJOMCTBEHHbIM apxuB. (Cmauda
JOKYMEHTOB B apXuB opraHuszanuu. Onucu JTOKYMEHTOB, HaXOMISIIHUXCS B JIEJ€.
®dopma u conepkaHue akTa 00 YHUYTOKEHUHN JOKYMEHTOB U JIE.

30. Kakne nokyMeHTBI He TToAuiekaT peructpanuu’? Kak u 3aueM BeneTcs: yueT
TaKUX MOCTYIUICHHUI?

31. Pacckaxnure 0 BHIAaxX BXOJAIIMX, MCXOMSAIIMX BHYTPEHHUX TOKYMEHTaX.
HoxymenToB. IlpuBenure (opmbl KypHalnbHOM peructpanuu. Pacckaxure o
peructpanuu ¢ nomompro PKK 1 aBTOMaTu3npoBaHHoOM.

32. Uto BKiIIOYAET B ceOs MOHATUE «(POPMUPOBAHUS» U «O(DOPMIICHUS ET?
HazoBute npusHaku opopMIeHUs 00JI0XKKH J1E.

33. Cpoku XpaHEHHSI JOKYMEHTOB B 3aBHCUMOCTH HX 3HauuMOCTH. HazoBure
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OIMPEAEIISIIOT CPOKH XPAHEHHUSI.

34. Yto BKIJIIOYAET B CceOsl MOHATHE «IOATOTOBKA JTOKYMEHTOB K apXUBHOMY
xpaHeHno»? OyHKINH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTbl 1J151 MpOBeIeHUA KOHTPOJIbHOI PadoThI:

1. IpaBWibHAs MOCJ€J0BATEJLHOCTh HANMUCAHHUS 3JI€MEHTOB IMOYTOBOIO
ajjpeca HA NMOYTOBBIX OTNPABJIECHUAX:

a) MOYTOBBIN UHICKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEP KBApTHUPHI;

I') HA3BaHHUE HACEJIEHHOTO MyHKTA;

J1) Ha3BaHUE 00J1aCTH, Kpas, peCIyOJINKY;

€) CTpaHa;

’K) HOMED JIOMa;

3) Ha3BAHHE YJIMIIBI.

2. YanpuuupoBaHHas CHCTEMA JOKYMEHTALMHU — ITO:

a) CUCTeMa JOKYMEHTAIIMH, CO3JaHHas M0 €IWHBIM IpaBUjiaM B TPeOOBaHUSM,
cozeprkariasi uHGOpMaIro, HEOOXOIUMYIO JIJIsl YIIPABIICHUS B ONpeIesieHHON cdepe
NEeSATEeTbHOCTH;

0) yaudunmpoBanuble  (QOPMBI  TOKYMEHTOB, CHCTEMATH3UPOBAHHBIC TIO
GYHKIHASIM yIIpaBICHUS;



B) COBOKYITHOCTb JOKYMCHTOB, YCTAHOBJICHHBIX B COOTBCTCTBHU C PCIIACMBIMU

JTIOKYMEHTaMU;
I') COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHAas €JAMHOOOPa3HBIMH  ITpaBUJIAMH
odopMIICHHUS.
3. Bo3MOKHOCTH MCHOJIB30BAHUS (PAKCMMUJIE KAK COOCTBEHHOW IMOAIMMCH
perjiaMeHTHPYeTCs:

a) TpaXXIaHCKUM KojieKcoMm PD;

0) mpaBWJIaMu JENOMPON3BOACTBA B (PeiepalibHbIX OpraHax HCHOJHUTEIbHOM
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0J1aHKOB COOTBETCTBYET JAHHBII HA0OP PeKBU3UTOB?

a) l'ocynmapctBennslii  repd  Poccuiickoit  ®@enepauuu, repd cyObekTa
Poccuiickoit  ®Depeparuu, 5SMOiieMa OpraHu3alvd, TOBapHBIM 3HAK  (3HAK
oOcCIy’)KMBaHUs), JaTa, HOMEP, MECTO COCTABJICHUS WU U3/IaHNUS;

0) OJ1aHK TTUCHMa;

B) 001IMii ONaHK;

r) 6J1aHK KOHKPETHOTO BHJ1a JOKYMEHTA.

5. Ilopsinok HAMUCAHMSA IOYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [IpaBunax aenonpou3BoACTBa B (peepalibHbIX OpraHax HCHOJHUTEIbHOM
BJIACTH;

0)B I'OCT P 7.0.97-2016;

B) B [IpaBmiax okazaHus yciayr mO4YTOBOM CBS3H.

6. PexkBU3UT «BU32» MOXKET BKJIKOYATh:

a) TOJDKHOCTh BU3HMPYIOLIErO, €ro MNOJANUCh, PacM(PpOBKY (MHULUAIBL U
bamunus) u gary;

0) nonnucek, pacmudposky (®. U. O.), nary;

B) JIOJDKHOCTB, IOJITUACH J1ATy;

I') IOJDKHOCTD, IOJNMHUCH, pactmdpoBky noganucu (d. U. O.).

7. 'epOoBasi me4yaThb NPOCTABJISAETCSH HA MUCbMAX:

a) peKJIaMHBIX;

0) HaIIOMUHAHUSX;

B) IPUTJIALICHUSIX;

I') TapaHTUIHBIX;

1) ”HGOPMAIIOHHBIX.

8. Tekcr [0OKYMEHTOB COCTABJSIOT HA TIOCYJapCTBEHHOM fI3bIKe
Poccuiickoii ®enepanuM WJIH Ha TOCYAAPCTBEHHBIX $A3bIKAX CYObEKTOB
Poccuiickoii @egepauyu B COOTBETCTBUM C:

a) MpaBuja JEJIONPOU3BOJICTBA B defepalbHbIX OpraHax HWCIOJHUTEIbHON
BJIACTH;

0) 3akoHomarenscTBOM Poccuiickoit ®exepanuun u cyowbektoB Poccuiickoit
denepanuu;

B) 'CHHOY;

T') TUIIOBOM MHCTPYKIIMEHN MO I€IONPOU3BO/ICTRY.

9. lesb10 CTAHAAPTU3AUM JOKYMEHTOB SIBJISICTCH:

a) IOpUANYECKOE 3aKPEIICHUE Pe3yIbTaTOB YHU(PHUKAIIUHN TOKYMEHTOB;



0) pazpaboTKa HOMEHKJIATYpy JEI;

B) CHCTEMaTH3aIusl JOKYMEHTOB B OpraHHU3aIliH;

T) oOecreueHre COXpaHHOCTH JOKYMEHTOB;

1) 3aIuTa KOHOUICHITNATLHOCTH HH(POpMaIIHH.

10. VYkaxkure BapuaHT OTBETOB, B KOTOPOM MNPABWJIbLHO HA3BaHbI
PEKBU3UTHI 0JIAHKA NHUCHbMA:

a) (rep6, »oMOieMa), KOJ OpraHu3alliyd, HAUMCHOBAHUS OpTraHU3allUH,
CIIpPAaBOYHBIC JaHHBIE OO0 oOpraHu3amuu, KOA (GOPMBI TOKyMEHTa, MECTO IS
MPOCTABJICHUS NaThl JOKYMEHTa, MECTO [JIi TPOCTABJIICHHS PETUCTPAIMOHHOTO
HOMEpA IOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOSIIETO TOKYMEHTA;

0) (rep0, amOieMa), HaMMEHOBAHHWS OpraHW3allid, KOJ OpTaHMU3aIluH, [aTa
TOKyMEHTa, MECTO JIJISl POCTABJICHHS PETUCTPAIMOHHOTO HOMEPA IOKYMEHTa, MECTO
W3JIaHUS TOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOJSIIETO TOKYMCHTA;

B) (rep0, »5mOnema), HAMMEHOBAaHUS OpraHU3AlMKM, HAUMEHOBAHUS BHUJA
JIOKyMEHTa, JaTa JOKYMEHTOB, KOJl (POpMBI JOKYMEHTa, MECTO JUIsl IPOCTaBIICHUSA
PErUCTPAllUOHHOTO HOMEpa JIOKYMEHTa, CIpaBOYHBIC JIaHHbIE 00 OpraHu3aIuy,
CChUIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, sMOiema), HaMMEHOBAHUS OpTraHMU3AIMU, CIPABOYHBIC JAHHBIE 00
opranu3zanuu, koj opranuzanuu OI'PH, mecTo nist npocTtaBieHus: JaThl JOKYMEHTA,
MECTO JJIsl MPOCTABJICHUS PETUCTPAIIMOHHOTO HOMEpPA JOKYMEHTA, CChIIKa Ha HOMED
U J1aTy BXOJSIIETO TOKYMEHTa, MECTO JIJIS 3aT0JIOBKA K TEKCTY.

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

B) HMHCTPYKILIUS;
I) T[OCTAHOBJICHUE;
N) TOJOKECHUE.
12. K pekBM3MTaM NPUKA3a OTHOCATCSH:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3AIINH;
B) HaMMEHOBAHUE BUJA JOKYMEHTA,
I) 3arojiOBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS;
€) TIOAIHUCH.
13. AKTHBI cO31a10TCH:
a) KOJUIETHAJIBHO;
0) Ha OnaHkax;
B) Ha COBCIIAaHWH;
I')  BBIIIECTOAIICH OPTaHU3AINCH.
14. HopmaTuBHBIH aKT, HM31aBaeMblii JAUPEKTOPOM 00pa30BaTEeIbLHOM
OPraHM3alui WK YYpeKIeHUus, 3TO:
a) MpuUKa3;
0) TmMOJOXeHue;
B) PpAaCHOPSIKEHUE;
I) PpELICHHUE.



15. Bo BpemMsi NpOM3BOACTBEHHOI0 COBCLIAHHUSI Y IMPEKTOPAa CEeKpeTaphb
3allUCHIBAJI BBICTYIUICHUSI U NPHHATHE pemieHusi. Kakoil TOKyMeHT ciieayer
0(p)OpMHTH MO UTOraM 3aceaHus?

a) [Iporokou;

0) pelieHue;

B) pacIopsiKEeHHE,

I') IPOTOKOJI, PEIICHUE U PACTIOPSKEHUE;

1) IO YCMOTPEHHUIO HAYaJIbCTBA.

16. PexkBu3uTAMU BHELIHEH CTIPABKH SIBJISIETCS:

a) revarh;

0) IOIIHKCE;

B) HAUMEHOBAHUE BUJIA JOKYMEHTA;

r) agpecar;

1) HAMMEHOBaHUE OpPraHU3aLlu;

€) CCBUIKA Ha JaTy PETHCTPAalMOHHBIA HOMED.

17. ®@axkc oTiim4aercsi OT NUCbMa M0 0POPMJIICHHIO TEM, YTO:

a) SIBJISIETCS HE MOJJIMHHUKOM, a KOIIUEN TOKYMEHTa;

0) COIEP>KUT PsiZ JOTIOJIHUTENbHBIX PEKBU3UTOB;

B) IeyaTaeTcs Ha Tenedakce;

I') HE MOXKET ObITh 3aBEPEH NE€YAThIO.

18. Bbigesre M3 KaKUX pa3esioB COCTOMT TEKCT NMPHUKAa3a 10 OCHOBHOM
NAeSITeJIbHOCTH:

a) KOHCTaTHUPYIOUIUHN U pacTIOPSAUTENbHBIN;

0) KOHCTATUPYIOIIUNA U TIOCTAHOBJISIIOIINIA;

B) KOHCTATUPYIOIIHNI U TIPEJIararoiuii;

I') OCHOBHOM M KOHCTaTUPYIOLLUH.

19. Bbizenure, B KaKOM H3 BHAOB [J0KYMEHTOB He€ IPOCTABJISIOTCS
PEKBHU3UT HAUMECHOBAHMS BH/IA JTOKYMEHTA.

a) 3asBJICHUE;

0) ciryke0HO0e TTHCHhMO;

B) JIOKJIQ/THAS 3aITUCKa,

I') TOJDKHOCTHASI MHCTPYKIUS.

20. PacnpexgesnTe YyKasaHHbIe HMKe JOKYMEHTbI Ha 3 TIpyNibI:
a) opraHM3alUoOHHbIe, 0) pacnopsAAUTeIbHbIC, B) HHGOPMALIMOHHO-CIIPABOYHbIE.

1. Pestome.

. JoIKHOCTHAs HHCTPYKLHUS.
. Pacniopsbxkenue gupekropa.
. CBOIKa.
. [TocTaHoBIIEHME KOJUIETHUU.
. MHCTpYyKIIUSA IO 1€TONPOU3BOICTBY.
. CnipaBka ¢ mecta paboThI.
. [Ipukas o mpueme Ha padoTy.
. llITaTHOE pacnucanue.
10. TpynoBoii 10roBop.
11. Ilpurnamenne Ha BBICTaBKY.

O 01Ok Wi



12. PernameHT.

21. Komuccusi 1o PpacciielOBaHMIO TO0KAapa, MPOU30LIEANIEro B
00pa3oBaTeIbHOM YUpPeXKAeHUN, YCTAHOBUIH PsJ (PAKTOB, KOTOPbIE MOCTYKUJIN
NpUYMHON moxapa. Kakoi 1OKyMeHT J0/IKHA COCTABUTH KOMUCCHUA?

a) Axr;

0) cipaBKy;

B) IOKJIAJHYIO 3aIMUCKY;

') HHCTPYKIIMIO O IPOTHUBOIOXKAPHOM 0€301MacHOCTH.

22.  JIOKYMeHT, aJpeCOBAHHBII  PYKOBOAMTE/JI0  OpPraHM3aLuM,
coaep:Kamuii  00CTOSATEILCTBEHHOE M3JI0KEHHEe KaKoro-jim0o Bompoca ¢
BbIBOJAMM U NPeEIJI0KeHUAMH COCTABJICHNUS, HA3bIBACTCH:

a) aKT;

0) mpecTaBICHUE;

B) JIOKJIaJ[HAs 3aIHUCKa;

) IPEAJIOKEHHUE.

23. JlaToii ca1y:keOHOro MUChbMA SIBJISIETCS 1aTa:

a) COCTaBJICHUS;

0) OoTIpaBJICHMUS;

B) MO/ CAHUS,

T) IOJYYEHHUS.

24. CnucoKk NMPUCYTCTBYIOIIMX HAa 3acelaHuu odopmiisieTcsi OTAEJIbHO U
NPHJIATAETCS K NPOTOKOJIY, €CJIM TAKOBbIX:

a) 6onee 15;

0) 6oee 10;

B) OoJiee 25.

25. Odgopmienne 00JI0KKH Jejia IS NMOCJACAYIOIIEr0 XpPaHEHUs
onpeneJsiercs:

a) CTaHAapTOM;

0) MHCTpYKLHEN MO JEIONPOU3BOJICTBY;

B) pacrnopsbKEHUEM PYKOBOAUTEIIS.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA NMPOXOJAUT B ramna:

a) 4eThIpE;

0) Tpu;

B) JIBa.

27. Homenkiaarypa aeJ (padoumnii 3K3eMILIAP) NOMENIAIOT HA:

a) CToJIe, MO/ CTEKIIOM;

0) nBepiie mkada c JOKyMEHTaMU,

B) BHYTPEHHEN CTOPOHE ABEPLIbI MKa(da ¢ JOKyMEHTaMHU.

28. Bce aucTBI Aesia NmpH NMOATOTOBKE HMX K Iepexaye B apxXuB
HYMEpPYIOTCH:

a) YepHBIM rpadUTHHIM KapaHIaIIoM;

0) YepHBIMH YEPHUIIAMU;

B) KpaCHbIM KapaHJ1alllOM.

29. Bxoasinue 10KYMEHTbI PerHCTPUPYIOTCSH:

a) MOCJIe O3HAKOMJIEHHS] C HUMH PYKOBOAMTEIIS;




0) B mepBOI TTOJIOBUHE JTHS TTOJTYICHMUS;

B) /IO O3HAKOMJICHHUS C HUMHU PYKOBOJIUTEJIS.

30. Kaxxnasi oOpa3oBaTesibHAsi OpraHnu3anus 00si3aHa MMeTh:

a) CBOJHYIO HOMEHKJIATYpY;

0) MHAWUBUIYaIbHYI0 HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYpY.

31. 3a CKOJBbKO [JHell 0 HMCHOJHEHHUSI NMPOBOAAT NpeayNnpeauTeTbHbII
KOHTPOJIb?

a) 1Ba;

0) ouH;

B) TPHU.

32. Pa3gequresisiMi B CIIPABOYHON KapTOTEKe CJIYKAT:

a) Ha3BaHUS CTPYKTYPHBIX MMOJpa3/IeNICHU;

0) HampaBJIEeHUS ICSITEIBHOCTH IIPESATPHUATHUS;

B) JIHM HEJICIIH, MECHIIA.

33. Ha nucxoasinieM JOKYyMeHTe PEKBU3HUT «I1aTa» CTABUTCS:

a) COCTaBUTEJIEM JIOKYMEHTA;

0) Ipu perucTpalny;

B) TOCJIE MOMTMCAHUS PYKOBOIUTEIICM.

34. Ecau B geJsie coaep:Karcsi JOKYMEHTbI Pa3JIMYHONA LEHHOCTH, TO CPOK
XpaHeHHs YCTAHABJIUBAETCH:

a) OONBIINI;

0) MEHBIIINIA;

B) CpPEIHUM.

3ajanus QI CaMOCTOSATEIbHOM Pad0ThI

3aganme 1. OdopmMuTh BCE OTMETKH, KOTOpPHIE CTaBSAT Ha JIOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYkaxure MeCTOPACIOIOKEHUS ITUX
PEKBHU3UTOB Ha OylaHke popmarta A4.

3aganue 2. 300pa3ute cxemMaTHueCKU KJIACCU(PUKALIUIO JOKYMEHTOB.

3aganme 3. Brimumumre Ha auct dopmara A4 Bce mnpaBuia 0(OpPMIICHHUS
TEeKCTa JOKYMEHTa: WHTepBasibl, mpudthl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2016.

3ananme 4. CoctaBuTh U O(QOPMHUTH AOKIAIHYIO 3alUCKy O HapyUIEHUU
TPYJIOBOM TUCUUILTMHBI paOOTHUKOM. Bce peKBU3UTHI U 37€MEHThI TEKCTa JOOABUTH
camocTtoaTenbHo. HamucaTh OOBSCHUTENBHYIO 3alUCKy OT HMMEHU pPaOOTHUKA,
HapYLIUTENS TPYAOBOM AUCIUIUIMHBI.

3apanme 5. Hanncatb 0TBETHOE MUCHMO-0J1ar0JapHOCTh Ha MO3/[PABJICHHE.

2.2. OneHO4YHBbIE CpeICTBA JJIs1 IPOMEKYTOYHOM aTTecTanuu (3a4eT)
Bonpocs! A5 poBeeHUs 3a4era:

1. [ToHsiTHE «AOKYMEHT» U €r0 (QYHKIIHH.
2. Knaccugukanus J0KyMeHTOB.



3. CymHOCT, U OCHOBHOE HAa3HAYCHHE JOKYMEHTAI[MOHHOTO OOecreueHus
JeSATEeILHOCTH Tejarora.

4. Cuctembl JOKYMEHTAIIUH.

5. 3akoHo/aTelbHAasE U HOPMATUBHO-METOJIMYECKas 0a3a IOKYMEHTalMOHHOTO
oOecrieueHus yIpaBJiIeHHUS.

6. ®opmynsip JOKYMEHTA.

7. CocTaB peKBU3UTOB JIOKYMEHTOB.

8. TpeboBanms K 0POPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeboBaHus K OIaHKaM JOKYMEHTOB.

10. Cucrema noKyMeHTalMu B 00pa3oBaTeIbHOM OpraHu3aIuu.

11. OpraauzanuonHsie JOKyMeHThI cuctembl OP/I.

12. O6mias xapakTepUCTHMKa M Ha3HAYEHHE OPraHU3alMOHHBIX JTIOKYMEHTOB
OP/I.

13. PacniopsiautenbHble TOKyMEHThI cucteMbl OP/I.

14. O6m1as xapakTepucTUKa U Ha3HAYCHHE PACIIOPSAUTEIIbHBIX IOKYMEHTOB.

15. NudopmarimoHHo-cripaBOYHbIC JOKYMEHTHI cucTeMbl OPJI.

16. O6mias XxapakTepucTUKa M Ha3HA4Y€HHE HMHQPOPMAIIMOHHO-CIPABOYHBIX
JIOKyMEHTOB.

17. JlenoBoe MMchbMO Kak OCHOBHOM BHUJ TIEPETIUCKH.

18. bnanku nmsa nucem. @opmyJsip AEIOBOTO MUCHMA.

19. OcobennoctTr oPuUIMaTBLHO-AEI0BOTO CTUJISL COCTABJICHUS TEKCTA JAEJIOBOTO
nrchma.

20. Bugel  clykeOHBIX  MHCEM, COCTaBJISIFOIIIME  OCHOBY  JICJIOBOM
KOPPECTIOHEHIUH.

21. DnekTpoHHas NMEPENUCKa. JIEKTPOHHBIN TOKYMEHT.

22. OpraHuzaiys 10KyMeHT0000poTa 00pa30BaTeIbHOM OpraHU3aIl|H.

23. ®opMbl OpraHu3anu  paboThl € JOKyMeHTaMHu. J{OKyMeHTOOOOpOT.
JIOKyMEHTOIOTOKH.

24. Tlopsimok 00pabOTKM BXOSIINUX JOKYMEHTOB. Perucrpaiius 10KyMeHTOB.

25. Tlopsimok 00pabOTKM UCXOANIIUX TOKYMEHTOB.

26. [lopsinok paboOTHI C BHYyTPEHHUMHU JJOKYMEHTaMHU.

277. HomeHknatypa Jei.

28. ®opmupoBaHuUeE, odopmIIeHHE, XpaHECHUE hi(Sh) B TEKyLIEM
JIeJI0NPOU3BOCTBE.

29. Yuudukanus J0KyMEHTOB.

30. CrangapTusanus 10KyMEHTOB.

31. Hymepanuuss MHOrOCTPaHUYHOTO TOKYMEHTA.

32. llIpudTel, K€M U MOJIS, TPUMEHSIEMbIe TP 0(OPMIICHUHU JOKYMEHTOB.

33. Pe3tome: noHATHE, HA3HAYEHHE, COCTAB PEKBU3HUTOB.

34. Aprobuorpadus: IOHATHE, HA3HAYCHUE, COCTaB PEKBU3UTOB.

35. XapakTepucTuKa: NOHSTHE, Ha3HAYEHUE, COCTAB PEKBU3UTOB.

36. 3asBieHUE: IOHIATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

37. CnyxeOHas 3anucKa: MOHATHE, Ha3HAYEHUE, COCTaB PEKBU3UTOB.

38. OOBbsiCHUTENBHAS 3aIIMCKA: OHATHE, HA3HAYEHHUE, COCTaB PEKBU3UTOB.

39. JloknagHas 3anucKa: OHATHE, HA3HAYEHHE, COCTAB PEKBU3UTOB.



40.
41.
42.
43.
44.

CnpaBKa: INOHATHC, HA3BHAYCHHUC, COCTAB PCKBU3UTOB.

AKT: IMOHATHUC, HA3HAYCHUC, COCTAaB PCKBU3UTOB.
HpOTOKOJ'I: IMOHATHUC, HA3HAYCHUC, COCTAaB PCKBU3UTOB.
HpI/IKaSI IMOHATHUC, HA3HAYCHUC, COCTAaB PCKBU3UTOB.
PacnomeeHI/Ie: IMOHATHUC, HA3HAYCHUC, COCTAaB PCKBU3UTOB.

45. Ilpuka3 o TMYHOMY COCTaBY: MOHATHE, HA3HAUYECHUE, COCTAB PEKBU3UTOB.

46. YcraB, MoJIoKeHUE: MOHITHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

47. JlomKHOCTHAsI UHCTPYKIIMS: TIOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

48. UHCcTpyKlUsT 1O JAEJNONPOU3BOJACTBY: TOHSTHE, HA3HAUYCHUE, COCTaB
PEKBU3UTOB.

49. TlpaBuna: MoHsATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

50.
51.
52.
53.

KomtekTuBHEIN TOTOBOpP: MOHATHE, HA3HAYCHUE, COCTAB PEKBU3UTOB.
Oco0eHHOCTH COCTaBICHHS TEKCTa MPOTOKOIA.

Oco0EHHOCTH COCTABIICHUS TEKCTA MPUKA3a.

PexBusutsl rep0, sMOemMa, TOBapHBIM 3HAK (3HAK OOCITYXKMBaHUSA), KO

(bOopMBI IOKYMEHTA.

54.

PexBu3uT HauMeHOBaHUE OopraHu3annui, HAKUMCHOBAHHUC CTPYKTYPHOI'O

nmoApasaAcJICHuA, HAMMCHOBAHNUC NOJDKHOCTH JIMIIA.

55.
56.
57.
58.
59.

PekBU3UT cripaBoYHbIE TaHHBIE 00 OpraHU3aLUH.

PexBU3UT HaMMEHOBAaHKE BU/A JOKYMEHTA.

PexBu3uT nara 1oKymeHra.

PexBU3UT perucTpaiimOHHbIN HOMEDP TOKYMEHTA.

PexBU3UT CChUIKA HAa PETHCTPALMOHHBIM HOMEP W JATy MOCTYIHMBULIETO

JIOKYMEHTA.

60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
74.
75.
76.
7.
78.

PexBU3UT MeCTO cocTaBiieHUs (M3/1aHMs) TOKYMEHTA.

PexBu3ut rpud orpaHuueHUs JOCTYIA K JOKYMEHTY.

PexBusut ampecar.

PexBu3uT rpud yTBepKACHUS TOKYMEHTA.

PexBHU3UT 3ar0JIOBOK K TEKCTY.

PexBU3UT TEKCT JOKYMEHTA.

PexBHU3UT OTMETKA O IPUJIOKEHHUH.

PexBusut rpud cormacoBaHusi JOKYMEHTA.

PexBu3ut Bu3a.

PekBU3UT NOANNUCH.

PexBu3nT 0T™METKA 00 JIEKTPOHHOM MOITUCH.

PexBu3ut neyars.

PexBu3uT 0TMETKA 00 MCIIOJTHUTEIIE.

PexBU3UT OTMETKA O 3aBEPEHUMN KOTIUU.

PexBU3UT OTMETKA O MOCTYIUICHUU JOKYMEHTA.

PexBu3ut pesosronus.

PexBHU3UT OTMETKA O KOHTPOJIE.

PexBu3UT OTMETKA O HaNPaBJICHUU JOKYMEHTA B JIEJIO.
Hanpagiienusi rocyJapCTBEHHOTO PETYJUPOBAHUS JOKYMEHTAMOHHOTO

o0ecrnieueHus ypaBiIeHHs: COCTaB U 0011asi XapaKTepUCTHKA.



79. Bunel JOKYMEHTAIIMOHHOTO OOECTeUeHUs YIIPABICHUS: COCTAaB U 001as
XapaKTepUCTHKA.

80. Hasznauenue U CTPYKTypa IPaBOBOT'O pEryJIMpoBaHUs
JOKYMEHTAIlMOHHOTO 00ECTIeUEHUs yIIPaBICHHUSL.

81. CoctaB W Ha3HaYeHHME 3aKOHOJATENIBbHBIX akTOB Poccuiickoi
®denepauuy, peryaupyommx JOKyMEHTAlMOHHOE 00ECTIEUeHUE YIIPABIICHMSL.

82. CocraB M Ha3Hau€HUE HOPMATHBHBIX IPABOBBIX AKTOB (heAepajibHBIX
OpraHOB  HWCIIOJIHUTEJIBbHOM  BJIACTH,  PETYJIUPYIOIIUX  JOKYMEHTAlMOHHOE
o0ecrieueHne yrpaBieHHUs.

83. CocraB W Ha3HAYEHHE T'OCYJAPCTBEHHBIX (HAIIMOHAIBHBIX) CTAHAAPTOB,
PEryIUpYIONIUX TOKyMEHTAMOHHOE 00ECTICUeHNE yIIPABICHHUS.

84. Ponp @enepanbHOil apxuBHOU ciryx)0bI (PocapxuBa) B rocyjapcTBEHHOM
PEryIMPOBAHUH JOKYMEHTAMOHHOTO 00ECIIEYeHUs YIIPABIICHHUS.

85. Hasnauenue U CTPYKTypa I'ocynapcTBeHHOM CUCTEMBI
JTOKyMeHTaImoHHoro obecneuenus yrpasienus (I'CIOY).

86. Crpykrypa u o61as xapakrepuctuka OcHoBHbIX nojoxenuii [[CHOY.

87. Ponp yHH(UKAMM M CTaHAAPTU3ALUU JOKYMEHTOB B COBPEMEHHOM
JOKYMEHTAIlMOHHOM O0€CIIeUEeHUH YIIPABJICHUS.

88. CocraB 1 Ha3HaueHUE YHU(PUIUPOBAHHBIX CUCTEM JOKYMEHTALUU.

89. CocraB, Ha3HAYEHUE U COJEPIKAHUE T'OCYAAPCTBEHHBIX CTAaHAAPTOB HA
YHU(ULIHUPOBAHHBIE CUCTEMbI JOKYMEHTALIMH.

90. CocraB W Ha3zHaueHHE OOILIEPOCCUMCKUX KIACCU(DPUKATOPOB TEXHUKO-
PKOHOMHUYECKOHN U COLMAIbHON HH(POPMALIUH.

91. OcHOBHBIE TOHATHS W  TEPMHUHOJOTHS  JOKYMEHTALOHHOI'O
oOecrieyeHus: yIpaBJIeHHUS.

92. OOmas xapakTepUCTUKa CHCTEMbl TEPMUHOB JIOKYMEHTAalUMOHHOTO
obecricueHuUs YIIPABJICHUA, OITPEICIICHHOU I'OCTomMm P 51141-98
«/1enonpon3BoACTBO U ApXUBHOE 1€710. T€PMUHBI U OIIPENEITCHUSD.

93. CymHOCTb, OCHOBHbIE€ AaCHEKTbl M CBOMCTBa YyHPABIECHYECKOTO
JNOKYMEHTA KaK CHCTEMBI.

94. Knaccudukanms yrnpaBieHYECKUX TOKYMEHTOB.

95. OO6mue TpeboBaHUS K  JIOKYMEHTUPOBAHHMIO  YIPaBICHYECKOU
JeATelIbHOCTH, onpeieneHHble OcHOBHbIMU noJiokeHussMu ['CHOY.

96. OOmue TpeOoBaHUS K  JOKYMEHTHPOBAHUIO  YIpPaBICHUYECKOM
JEATEBbHOCTH, OIpele/ICHHbIe THUIIOBOW HMHCTPYKLMEH II0 JACIONPOU3BOJICTBY B
(dbenepabHbIX OpraHax UCHOJHUTEIbLHOM BIIACTH.

97. OOmue TpeOoBaHUS K  JOKYMEHTHUPOBAHUIO  YIPaBICHUYECKOM
nesitenbHocTH, onpeaeneHusie 'OCTom P 6.30-2003 «YHupuuupoBaHHbIE CUCTEMBI
JIOKyMEHTAI1H.

98. VHudummpoBaHHas  cucTeMa  OpTraHU3ALMOHHO-PACIIOPSAUTEIBHON
nokymeHTaruu. TpeboBanus kK 0hOPMIICHUIO TOKYMEHTOBY.

99. CootHouieHue 1eed U CPeAcCTB B NPOGECCHOHATBHOW AESITEIbHOCTU
nejarora.

100. ConmanbHblii XapakTep MOPAJIbHBIX HOPM.

101. TlonsiTue, comepkanue U PYHKIMH CIYKEOHOTO ITHKETA MeIarora.



102. CnyxeOHbIN ITHKET Meaarora.

103. HpaBcTBEeHHOE COAEpKaHUE MPABOBBIX HOPM.

104. TlpodeccronanbHO HEOOXOIMMBIE KauecTBa Iearora, X HpaBCTBEHHOE
coJiepKaHue.

105. Kondnukt B npodeccnoHanbHOM AesITeILHOCTH Te/1arora.

106. CniocoObl npeaoTBpalleHrss KOHPIUKTHBIX CUTYaIHH.

107. CootHomieHue o01Iel 1 MpoPecCUuOHATBHON ITHKHU.

108. TIlpaBwiia nmoBeaeHus negarora B Npo(hecCHOHAIbHOM IEATETBHOCTH.

109. IOpuanueckas cuiia JOKyMEHTA.

110. TIpodeccronanpHas 3THKA KaK BUJ TPYAOBOW MOPAJIH.

111. TIpodeccuonanmu3m Kak HpaBCTBEHHas dYepTa JUYHOCTH. [loHsTHE
npodeccun.

112. [enoas stuka. Ciy:xeOHas 3TUKA: HOPMBI, TOHSTHUE.

113. TlpodeccuonanbHoe oOpa3oBaHue Kak akTop OOpETeHUs] OSTUKH
CHELUAINCTA.

114. Ilemaroruueckas dTHKa B 3aKOHOJIATEILCTBE PD.

115. JlokymMeHT Kak cucTteMa. OJIeMEHTbI, (OpPMHPYIOUIUE JTOKYMEHT Kak
CUCTEMY.

116. OOs3aTenbHble MPU3HAKU JOKYMEHTA, CBOMCTBA JOKyMEHTa, (DYHKIIMH
JOKYMEHTA.

117. Cucremarusanus 1 ki1accupuKanus J0KyMEHTOB

118. CucremMbl  JOKyMEHTalMM M  KJIACCU(PUKATOPHl  JTOKYMEHTHOM
uH(popMaIuu.

119. Knaccudpukauuu o (YHKUIMOHAIBHO-LIEIEBOMY  HA3HAYEHUIO
JIOKYMEHTOB.

120. CnocoOsbl 1 cpeacTBa JOKYMEHTHPOBAHUS.

121. HopmaTuBHBIE NpPaBOBbIE aKThl U UHbIE JOKYMEHTHI, CO3/1aBa€MbIE MPHU
3aKOHOTBOPYECKOW H HOPMOTBOPYECKOW JESATENIbHOCTH (peiepaibHbIX OpraHOB
BJIACTH.

122. OcHoBHbIE (HOPMBI UCTIOTH30BAHUS TOKYMEHTUPOBAHHOM UH(POPMAIIUH.

123. Odopmienue aern.

124. CucreMa OTYETHOM JOKYMEHTALIMH.

125. OOmue BOIIPOCHI OpraHu3anuu JIETIONPOU3BOJICTBA u
JIOKyMEHTO000pOTa HA MPEANPUITHUIX, B OpraHU3AMAX U YUPEKICHUSIX.

126. TexHosorus paboThl C JOKYMEHTAMH Ha MPEATIPUITHH.

127. ®opmupoBaHUE U XPAHEHUE TEKYILUX JEN.

128. JIOKyMEHTHpPOBAHUE NEATEIBHOCTH OPTaHU3ALNH.

129. IOpuaunueckas cuiia JOKYMeHTa, (GOpMYJsip JTOKyMEHTa W (popmyssp-
oOpaserl] JOKyMeHTa.

130. bnanku JOKYMEHTOB U MOPSAOK UX OPOPMIICHUS.

131. OpranuzaiiuoHHble JTOKYMEHTBI, WX HA3HAUYCHUE, XaApPaKTEPUCTUKA U
cocTaB, TpeOOBaHUS K O(OPMIICHUIO, MTOPSIIOK YTBEPKACHHUS.

132. PacnopsauTenbHble JTOKYMEHTBI, MX HAa3HAUEHHUE, XapaKTepUCTUKA U
cocTtaB, TpeOoBaHUs K 0(hOPMIICHHIO.



133.

CripaBoYHBIE TOKYMEHTHI, X XapaKTEpUCTHKA U COCTaB, TPEOOBAaHUS K

0(OPMIICHHUIO.

134. Xapakrepuctuka, cocTaB U TpeOOBaHHS K O(POPMIICHUIO JTOKYMEHTOB
(bU3NYECKUX JIUII.

135. VYHudumnupoBaHHbIE CUCTEMBbI JIOKYMEHTAITUH.

136. D7EKTPOHHBIE CUCTEMBI JOKYMEHTALINH.

137. Odunmanbubie U Cay>KeOHbIE TOKYMEHTHI.

138. Opranuzaius ciayk0bl JOKYMEHTAIIMOHHOTO 00€CTICUeHUS yIIPaBICHUS.

139. JlokyMEHTHBIE PECypChl OpraHU3alUM.

140. HopmaTuBHBIE IPABOBBIE AKTHI, COACPKAIINE TEPMUHBI, IPUMEHSIEMBIE B

JAOKYMCHTOBCACHHUMU.



