MHHHUCTEPCTBO NMPOCBEIEHWS
POCCHUCKON ®EJEPALIHA

GOEJEPAJIBHOE
I'OCYJAAPCTBEHHOE BIO/JKETHOE
OBPA3OBATEJIbHOE YYPEKIEHHE BbICIHEI'O OBPA30BAHISI
«IYTAHCKHM I'OCYJIAPCTBEHHBIN MMEJATOTMYECKHI YHUBEPCUTET»
(PIrBOY BO «JII'TTY»)

HHCTHTYT HCTOPHH, MEAIYHAPOAHBIX OTHOIICHHIT M COLHAILHO-TIOHTHYECKNX HAYK
Kadeapa fokymentoBe1ennsi H apXHBOBeJACHHS

YTBEPKJIAKO
Hupexrop MMMOCITH

e Jurkosckas C.A.
«15» nexabps 2023 .

[punoxkenue k paboueii nporpamme yueGHON IUCLHITHHBI

®OH/1 ONEHOYHBIX CPEJICTB
JUISE IPOBEICHHSI TEKYILEro KOHTPOJISt H MPOMEKY TOHHOMH aTTecTaunn
00yHAIOIHXCH M0 ANCUHIIHHE

JokymMenTo0o60poT 06pa3oBaTe/IbHOH OPraHH3alHu

Mo nanpasaennio noaroroBku 44.03.01 INeaaroruueckoe obpaszosanue
[po¢puas noarorosku JoukonbHoe obpasoBanie

Ksasudukauus Beinyckunka — 6axkanasp

®opma odyqenus — ouHasl, 3204Has

Kype — O®O0 — 2 kype (3 cemectp), 300 — 2 kypc (4, 5 TpUMECTpbI)

Pazpaborunk

KaHl. Nejl. HayK, JOUeHT Kadeaps
JOKYMEHTOBEIEH!S X apXHBOBEICHUSA
Yaeuenxo HO.B.

3asenytownii kadeapoi
JIOKYMEHTOBE/JICHHSI H apXHBOBEICHUS

F4.. - Vawuenxo 10.B.
ITpoTokosn
ot «11» nexabpsa 2023 r. Ne 8

Jlyrauck, 2023

MHAHHUCTEPCTBO NPOCBEINEHMSI
POCCHUUCKOU ®EJEPALINHN

OEJIEPAJIBHOE



IFOCYIAAPCTBEHHOE BIO/IZKETHOE
OBPA3OBATEJIBHOE YYPEXJIEHHUE BBICIIEI'O ObPA30BAHUA
«JIYTAHCKHUH I'OCYJAPCTBEHHBIN IMEJATOIr MYECKA YHUBEPCUTET»
(PI'OY BO WIT'TTY»)

HNHCTUTYT MCTOPUM, MEKTYHAPOIHBIX OTHOIIEHUH Y COLMAIBLHO-TIOJTUTHYECKIX HAYK
Kadenpa nokymeHnToBe1eHNS 1 apXUBOBeAEeHUS

YTBEPXIAIO

Hupexrop MMMOCITH
JutkoBckas C.A.

«15» nexabps 2023 r.

[Ipunoxenue k padboyeit nporpamme y4eOHOU JTUCHUTIIIUHBI

POHJ OHEHOYHbLIX CPEJICTB
AJISl IPOBeJeHUs TEKYIIEero KOHTPOJIA ¥ MIPOMEKYTOYHOM aTTeCTaluH
o0yyaromuxcs M0 JHCHHUIINHE

I[OKyMeHTaIII/IOHHOG o0ecrieueHue AesITeJILHOCTH Neaarora

ITo nanpasJjienuto noarorosku 44.03.01 Ilegarorudeckoe oopazoBanue
Ipoduab noaroroBku J[omkoabHOE 00pa30BaHUE

KBanudpukanus BbINyCKHUKA — OakanaBp

dopma 00y4eHus1 — OUHAs, 3a0YHAs

Kypc — ODO - 2 xypc (3 cemectp), 3P0 — 2 kypc (4, 5 TpUMECTPHI)

Pazpabotunk

KaH/. MeJ1. HayK, TIOLEHT Kadeapbl
JIOKYMEHTOBE/ICHUS U apXUBOBEICHUS
Vnpuenko HO.B.

3aBenyromuii kaheapon

JTOKYMEHTOBEICHUS U apXUBOBECHUS
Vnapuenko 1O.B.

[TpoTtokon ot «11» nexadbps 2023 r. Ne 8

Jlyranck, 2023



1. HACIIOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NpUMEHECHUA

®onn  oneHouyHsix cpeacts (GOC) — HeorbemiieMas dacTb pabouei
OporpaMMbl  JUCHUIUIMHBL  «JlOKyMEHTallMOHHOE OOeCedYeHHe JeATEeIbHOCTH
nejarora» M npeaHazHayeH JIJIsi KOHTPOJISI U OLIEHKH 00pa30BaTeNbHbIX JOCTUKEHUN
CTYJIEHTOB, OCBOUBIIIUX MPOTPAMMY JUCIUTIINHBI.

1.2. Hean u 3aga4u GoHAA OLIEHOYHBIX CPEACTB

Henp ®OC — yCTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKHA OOYYarOIIErocs
tpeboBanusiM PI'OC BO OakanaBpuar mo HampaBiieHHI0 moArotoBku 44.03.01
[lengarornueckoe  oOpa3oBaHWE, YTBEPXKACHHBIM  MpUKa3oM  MuHHCTEpCTBA
oOpa3zoBanus u Hayku Poccuiickoii @enepamun «O0 yTBepkACHUH (eAepaTbHOTO
rOCyapCTBEHHOTO  00pa30BaTEeIbHOTO  CTaHJapTa BBICHIETO OOpa3oBaHUsA —
OakanaBpuat no HampasieHuto moarotTosku 44.03.01 Ilexarornueckoe oopa3oBaHue»
oT 26.11.2020 Ne 1456 (c usmenenusiMu u jnonosiHeHusMu) u [IpodeccnonanbHbIM
CTaHJApTOM, YTBEpkIeHHBbIM IIpukazom MuHucTepcTBA Tpylda U COUUAIBHOU
3amuThl  Poccuiickoit  ®Depeparuun «O0  yTBepkKACHUH MPOdHECCHOHAIBHOTO
cragaapra «[lemaror (memaroruueckasi JesATEIBHOCTH B cdepe JIOMIKOIBHOTO,
HayaJbHOTO OOIIEro, OCHOBHOTO OOIIEro, CpeaHero ooOImero oOpa30BaHMS)
(Bocmiutarenp, yuutenb)» oT 18.10.2013 Ne 544H (¢ usmenenusimu ot 25.12.2014).

1.3. Ilepeyenbr KommereHuMH, (GOpMHUpPYEeMBIX B IpoLecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHOI POrPaMMBbI

[Ipouiecc ocBoeHUs: AUCHUIUIMHBI HAaOpaBieH Ha (OPMUPOBAHUE CIEAYIOLIUX
KOMITETEHLIMH ¥ MHJUKATOPOB MX JOCTHXKEHUS:

Kox mo ®I'OC BO \ NHaukaTop 10CTHKEHUS
YHuBepcaabHbIe
YK-4 YK-4.1. Bnageer cucTteMoil HOpM PYCCKOTO JINTEPATYPHOT'O S3bIKa
Crniocoben OCYILECTBIISAITh | P €r0 HCIHOJb30BaHUU B Kadye€CTBE TOCYJApCTBEHHOIO S3bIKA

JIeNoBYI0 KOMMYHHKanuio B | Poccuiickoii  ®eneparun u  HOpMaMHM  HMHOCTPAaHHOTO(BIX)
YCTHOM M THCbMEHHOM | A3bIKA(OB), HCIIOJIB3YET pa3iuyHble (OpPMBI, BHUJBI YCTHOW H
¢dopMax Ha rocylapCTBEHHOM | MUCbMEHHOW KOMMYHHKAIIUH.

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

VK-4.2. Hcnone3yeT S3bIKOBBIE CpPEACTBA JJIS  JIOCTHIKECHUS
npodeccuoHaNbHBIX 1IeJIell Ha PYCCKOM M HHOCTPaHHOM(BIX)
a3blke(ax) B paMKax MEXKIMYHOCTHOIO U MEXKYJIbTYpHOTO
oO01IeHus.

VYK-4.3. OcymiecTBisieT KOMMYHUKALUIO B HU(GPOBOH cpeae Ams
JTOCTIKEHHS TpodeccHoHanbHbIX 1ened U 3¢ (HEKTUBHOTO
B3aUMOJCHCTBUS.

OIIK-1. Cnoco6en | OIIK-1.1. TlonnmaeT ¥ OOBSICHSET CYIIHOCTh TMPUOPUTETHBIX
OCYILIECTBIATD HampaBJICHUH pa3BUTUs 00pa30BaTeNbHONW cUCTeMbl Poccuiickoit




npodeccuoHaIbHYI0 Odenepanyiv, 3aKOHOB M HMHBIX HOPMATUBHO-IIPABOBHIX AaKTOB,
JESTEIIbHOCTD B | pETTIAMCHTHPYIOIIUX  OOpa30BaTCIbHYI0  JIEATEIbHOCTh B
COOTBETCTBUU ¢ HOpMaTuBHO | Poccuiickoii ~ ®enepanuu, HOPMATHUBHBIX JOKYMEHTOB IO
MPAaBOBBEIMU aKTamH B cepe | Bompocam OOy4YeHHS ¥ BOCIHTAHUS JETeH H  MOJOJICKH,
oOpa3oBanusi U HopMmamu | defepaibHBIX TOCYAAPCTBEHHBIX OOpa30BATEIbHBIX CTAH/IAPTOB
pohecCHOHATLHOM STUKU JOUIKOJIBHOTO, ~ HAYaJlbHOTO  OOIIero, OCHOBHOTO  OOMIEro,
CpeIHero ooOIero, cperHero npogeccHoHAIbHOIO 00pa30BaHUS,
npodeccnoHabHOTO O0Y4YeHHUs, 3aKOHOJATEIhCTBA O IMpaBax
pebeHka, TpPyJ0BOr0 3aKOHOAATEILCTRA.

OIIK-1.2. [Ilpumenser B CBO€d [EATEIBHOCTH OCHOBHBIC
HOPMAaTUBHO-TIPABOBbIE aKThl B cdepe 00pa3oBaHUsS U HOPMBI
npodeccnoHabHON 3THKH, O0ecTeunBaeT KOH(UIECHIIMAILHOCTD
cBeleHM 0 cyObekTax  oOpa3oBaTeNbHBIX  OTHOIICHUH,
MOJTYYCHHBIX B Mpo1iecce Npo(ecCHOHAIbHON AeITEIbHOCTH.

1.4. Dranbl ¢GopMUpPOBAHMS KOMIIETEHIHI W CPeACTBA OLECHUBAHHS
YPOBHS UX c)OPMHPOBAHHOCTH

. KonTposabHo-o11eHOYHBIE

Jranbl popMupoBanus komnerenuuii | Komnerenuuu

cpencrTna / cnnocod OleHnBAHUS
Tema 1. Teoperuko-npaBoBeie u | YK-4; OIIK-1 BeIcTyIuleHME Ha NPAaKTUYECKUX
HOpPMAaTUBHBIE OCHOBBI 3aHATHAX, YCTHBIN ompoc
JOKYMEHTAllMOHHOI'O obecrnieueHus
yIpaBJIeHUs
Tema 2. Crangaptuzauusa npornecca | YK-4; OIIK-1 BeIcTyruleHHe Ha NPAaKTUYECKUX
JIOKYMEHTUPOBAHHUS 3aHATHSX, YCTHBIH ONPOC
Tema 3. Cucrema opranusanuonHo- | YK-4; OIIK-1 BricTyrieHne Ha HpPakTHUECKHUX
pacnopsiANTENbHON JOKYMEHTAluU 3aHATHSX, YCTHBIH ONPOC
Tema 4. Opranuzanusa | YK-4; OIIK-1 BricTymieHne Ha HpakTHUECKHUX
JOKYMEHTOoOOOopoTa  00pa3oBaTelbHON 3aHATUSX, YCTHBIN OIPOC
OpraHu3aluu
Texkyumas arrecrauus VYK-4; OIIK-1 Kontponbnas padota
IIpomeskyTouHas arTecTauus YK-4; OIIK-1 3auer

1.5. Onucanue noka3zareseil GOpMUPOBAHNS KOMIIETEHIIH

Ko komMnereHuun PesysbTaTsl chOpMHPOBAHHOCTH

YK-4 3HaeT: TEOpeTHYECKHE OCHOBBI JOKYMEHTAI[HOHHOTO O0ecredeHus
yIpaBieHUs, €ro TEePMUHOJIOTHIO M 3aJauyd; CBOMCTBA, (QYHKIUU U
NpPU3HAKU JOKYMEHTa; CHocoObl M CpPeACTBa JOKYMEHTHUPOBAHMS,
KJIaCCU(UKALMIO BUJOB JOKYMEHTOB; CTPYKTYpy JOKYMEHTOB H
HOpPMAaTHBHBIE TPEOOBAHUS K UX COCTABICHHIO U O()OPMIICHHUIO.

VYmeeT: cocTaBisiTh U O(QOPMIISATH JIOKYMEHTBI, HCIOJIb3yeMble B
npoeCCHOHATBHON ~ JeSITeIbHOCTH TeJarora B COOTBETCTBHHM  C
YCTAaHOBJIEHHBIMU  TpeOOBAHMUSIMHM, B TOM  YHUCJIE€  HCIOJB3YS
UH(POPMALIMOHHbIE TEXHOJIOTHH.

Bnaneer HaBblkamMu: cocTaBiieHUSt U O(OpPMIIEHUS DPa3IMYHBIX BUIOB
JOKYMEHTOB TpPAJHIMOHHBIM CIIOCOOOM U B DJEKTPOHHOM BUJE,
HaBBIKAMH JICJIOBBIX KOMMYHUKAIIMI B YCTHOW M MUCbMEHHOU opMe Ha
PYCCKOM SI3BIKE.

OIIK-1 3HaeT: MpaBOBbIE, HPABCTBEHHBIE W ATHUECKHE HOPMBI, TpeOOBaHMS




npodeccuoHaibHOM  ATUKH; Koaekc mnpodecCHOHAIBHOW — STHUKH
nejarora.

YMeeT: MPOIyKTUBHO U KOHCTPYKTUBHO B COOTBETCTBHH C dTUYCCKUMHU
OPUHIUIIAMA W T[paBWIaMH  NPO(ECCHOHAIBHOTO  MOBEACHUS
MEeIarOrMYecKoro padOTHUKA B3aMMOICHCTBOBATE C KOJIIETaMHU.

Bnaneer: — cnocobamu B3aMMOJEHCTBUS € JAPYTMMH Y4aCTHUKaMH
o0pa3oBaTeNLHOIO  Hpollecca B COOTBETCTBUM C  IIPABOBBIMU,
HPABCTBEHHBIMM M JTHUYECKMMHM  HOpMamH,  TpeOOBaHUSIMHU

npodecCuoHaNbHOM 3TUKH; — PEUEBbIM MOBeIEeHUEM (KOTOPOE 3aBUCUT
OT JIETePMHUHAHTOB KOMMYHHMKATHBHOTO aKTa (CTaTyC KOMMYHHKAHTOB,
TeMa U CHUTyalus OOILEHHUs), CMEHbl KaHaJOB (Iepexoi OT YCTHOIO
oOmeHnsT K THCBbMEHHOMY, W HAa000pOT), KOJOB (SI3BIKOBBIX U
MApAIMHTBUCTHYECKUX), KAHPOB COOOIIEHWH © T.1.); OBICTPOTOM
peaknmMu Ha BCEBO3MOXKHBIE CHUTHAJBl yCTHOW KOMMYHHUKAIIUH,
CIIOCOOHOCTBIO MEPEKITIYATHCA ¢ OJJHOW MBICIUTEIHLHONU NeATeIbHOCTH
Ha JIPYTry10, ObICTPO BXOJUTh B TEMY COOOIIEHUS

1.6. Kpurepuu ouneHUBaHHSI KOMIIETEHUMH HAa Pa3HbIX IJITanax HX
(opMupoBanusn

KosmmuectBo
Bup yueOHoit padoThl 0a/1;10B
101010 300

BrimonHeHue u 3amuTa npakTH4ecKux padbot 40 45
KonTponbhas pabota 15 15
KoHnTponb camocTosiTenbHON paboThl 20 20
VYcrHbll 3aueT 25 20
Bcero 100

HakonureabHas cucreMa oneHuBanus no 100-0a1ianbH0H HIKAJe

YerbIpexoaiibHAS Cucrema
100-6amnbHas | BykBenHasi mkasa, coorBercrpylomas 100-
cHUCTEMA OIlEHNBAHUSA OllecHUBAHUS

IKaJia 0aJTILHOM 1IKaJIe
IK3aME¢Ha 3a4yera

OT1nugHO 90-100 A — OTIIMYHO — TEOPETUUECKOE COJICPKAHNE
Kypca OCBOEHO TIOJIHOCTBIO0, 03 Ipo0OeoB;
HEOOXOANMBIE MTPAKTHYECKHE HABBIKU pabOTHI
C OCBOCHHBIM MaTepHaJIoM ChOpMHUPOBAHBI;
BCE MPEAYCMOTPEHHBIE IPOrpaMMOit
00y4eHMs y4eOHbIe 3a1aHHs BBITIOJIHECHBI,
KaueCTBO MX BBITIOJHEHUS OLIEHEHO YHCIIOM
6aJuT0B, OJIM3KUM K MAKCHMAJIbHOMY

Xoporio 83-89 B — oueHb XOpPOIIIO — TEOPETUIECKOE
COJIepKaHUe Kypca OCBOCHO IOJIHOCTBIO, Oe3
po6esoB; HeOOXOUMBIE TPAKTHIECKHE
HABBIKH paGOTBI C OCBOCHHBIM MaT€pHajioM B
OCHOBHOM c(hOopMHPOBaHEI; BCE
MIPEeIyCMOTPEHHBIE IPOTPaMMON 00yIEeHNS
yueOHbIe 3aaHusI BBIITOJIHEHBI, KAYECTBO
BBINOJTHEHHS OOJIBIIMHCTBA U3 HUX OLIEHEHO
YHCIIOM 0aJJIOB, OJIM3KUM K MaKCHMaJIbHOMY

3aureHo

Xopoio 75-82 C — XOpoLI0 — TEOPETUYECKOE COACPIKAHNE
Kypca OCBOEHO IIOJIHOCTBIO; HEKOTOpHIE
MPAKTUICCKHUE HABBIKU PAOOTHI C OCBOCHHBIM
MarepuaioM chopMHpPOBaHbI HEIOCTATOYHO;
BCE MTPEAYCMOTPEHHbIC NPOrPaMMOi




00y4eHHsI yucOHBIC 3aaHUS BHITIOJTHCHBI,
KA4eCTBO BBINOJHEHUS HA OJHOTO U3 HUX HE
OLIEHEHO MUHUMAJIbHBIM YHCIIOM 0aJIIOB,
HEKOTOPbIC BUJIbI 33/IaHUI BBITIOJIIHCHBI C
OIIMOKaMU

Y 10BIETBOPUTEIBHO 63-74 D — ynoBneTBOpUTENBEHO — TEOPETUIECKOE
cofiep’KaHUE Kypca OCBOEHO YaCTUYHO, HO
IpoOEeIBl He HOCST CYIECTBEHHOTO
XapakTepa; He0OXO0MMBbIE IPAKTUYECKHE
HaBBIKU PabOTHI C OCBOCHHBIM MaTepuajioM B
OCHOBHOM C(hOpMHUPOBaAHBI; OOJIBIIUHCTBO
MIPEAYCMOTPEHHBIX MPOrpaMMoii 00yUdeHHUs
yueOHBIX 3a/laHUH BBITIOJIHEHO, HEKOTOPBIE M3
BBITNOJIHEHHBIX 3aJJaHUN COAepKaT OMUOKU

Y IOBIETBOPUTENBHO 50-62 E — nocpencTBEeHHO — TEOpETHUECKOE
COZIepIKaHUe Kypca OCBOCHO YaCTUYHO;
HEKOTOPbIE NIPAKTHYECKIE HABBIKK PAOOTHI HE
copMHPOBaHbI, MHOTHE PEYCMOTPEHHBIC
y4eOHO MporpaMMoit 00ydIeHUs yaeOHbIe
3aJ1aHMs He BBITIOJIHEHBI TM0O KaueCTBO
BBITIOJIHEHHBIX HEKOTOPBIX U3 HUX OLICHEHO
YHCIIOM 0aJJIOB, OJIM3KUM K MUHUMAJIBHOMY

HeynosnerBopurensHo 21-49 FX — Hey1OBIETBOPUTETHHO — TEOPETHUECKOE
COJIepXKaHUE Kypca OCBOCHO YaCTUYHO;
HEOOXOANMBIE MTPAKTHYECKHE HABBIKU PabOTHI
C OCBOEHHBIM MaTepUaIoM He
c(hOpPMHUPOBAHBI; OOIBITHHCTBO
MIPEeyCMOTPEHHBIX Y4eOHOH ImporpaMMont
o0yueHHs yueOHBIX 3aJaHUI HE BBHITIOJTHECHO
00 Ka4eCTBO MX BBHITIOJTHEHUS OLCHEHO
YHCIIOM 0aIoB, OJM3KAM K MHHUMAIEHOMY
MIPH TOTIOJHUTEIBHO CaMOCTOSITEIbHON
paboTe Hax MaTepuaIoM Kypca BO3MOKHO
IIOBBIINICHUC KAYE€CTBA BBIIIOJIHCHUA y‘Ie6HI)IX
3aaHuI

He 3aureno

HeynosnerBopurenbHo 0-20 F — HeyioBIETBOPUTETHHO — TEOPETUUYECKOE
CoJIepKaHue Kypca He OCBOEHO;
HEOOXOIUMBIE MPAKTUIECKHIE HABBIKUA PaOOTHI
He c(hOPMHUPOBAHBI; BCE BHIITOJTHEHHBIE
yueOHBIe 3aJJaHUs COep)KaT rpyOble OINOKH;
JIOTIOJTHUTENbHAsI CAMOCTOsITENIbHAS paboTa
HaJl MaTepHajIoM Kypca He IpUBEIET K
KaKOMY-JTH00 3HAYMMOMY HOBBIIIEHHIO
Ka4yecTBa BBINIOJIHEHHS YUeOHBIX 3aJaHUH

2. KOHTPOJIBHO-OEHOYHBIE CPEJICTBA
2.1. OneHOYHBbIE CPeCTBA TEKYHIEr0 KOHTPOJIsI (TUIIOBBIE)

Bonpocsl AJ151 yCTHOI0 onpoca:

1. [laite onpeneneHue MOHATHS «TOKYMEHT.

2. Packpoiite moustue «J1OY». HazoBure mpodeccroHanbHbie TEPMHUHBI U
oTpe/eNieHUs B 00JIaCTH AETONPOU3BOICTBA.

3. Hazosure u packpoiite pyHKINN JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B 00JJACTH OpraHU3alMK AEJIONPOU3BOACTBA BbI
3nHaere? HaszoBuTe coaepkaHue MmakeTa o0O0s3aTENbHBIX 3aKOHOAATENbHBIX U
HOPMATHUBHBIX JOKYMEHTOB B obnactu JIOVY.



5. HazoBute mpaBuia  yTBepXKACHHUS  JOKYMEHTOB. TpeboBaHus u
odopMIICHHE.

6. Kakue pEeKBHU3UTHI SBILIIOTCA «HOPUAUYECKH 3HAYuMbIMU»? I[IpaBwiia mx
oopmiieHus. YTo BKIItOUAET B ce0s1 MOHATHE «IIPABOBasi OXpaHa JOKYMEHTOB»?

7. IlpuBenure npUMeEpbl JTOKYMEHTOB, KOTOPBIE MOJIEKAT YTBEPKICHHUIO U HA
KOTOpPBIX CTaBUTCA nevyarh. Kak opopmisaiores nepeuHn Takux JOKyMEHTOB?

8. HaszoBute 3aKOH, B COOTBETCTBUU C KOTOPBIM O(QOPMIISIIOT PEKBU3MUTHI
nokyMeHToB cuctembl OPJI. JlaTa BBelieHre U 4TO OH ycTaHaBnuBaeT. HazoBute Bce
PEKBU3UTHI.

9. HazoBute pekBU3UTHI 00mIero OnaHka u OjaHka ans nucbMma. [IpaBuna
opopmnenusi. Kakue Bumpl OmaHkoB BbI 3Haere? B dem ocoOeHHOCTH OjaHKa
JOJDKHOCTHOTO JIr1a?

10. CormacoBanue u BusupoBanue. HazoBure BUABI U CPOKH COTJIACOBAHUS, U
BU3UPOBAHKE TOKYMEHTOB.

11. PacckaxkuTe 0 medarsix W IWITamMmax HOpeanpusatiid u opranuzanui. Ha
KaKMX JIOKyMEHTax crTaBsTcs nedarb? Kakue TpeOoBaHUS MNPEABABIAIOT K
UCIIOJIb30BaHUIO repOOBOM mieuaTu?

12. PackpoiiTe coaep:kaHWe IOHATUS «ylnpaBieHue». HazoBure cucremsl
NOKYMEHTOB ympasieHus. Packpoitte nomarue «OPJ[]». Kakue rpynnel U BHIBI
JIOKYMEHTOB BxoAsT B OP/[?

13. Pacckaxxute 00 OCOOECHHOCTSIX 3JIEKTPOHHOTO ITOKYMEHTA, 3JIEKTPOHHOMU
NEPENUCKU U TpPeOOBAHUSX, IPEIBABIAEMbIX K HEH.

14. B ueM ocobeHHOcTH OnaHka ayig nucbma? HazoBuTe pekBU3WUTHI OJlaHKa
JUTSl TUChbMA U PEKBU3HUTHI CITYKEOHOr0 MUChMa.

15. Yto pernmamMeHTHpPYET TUIIOBAsi MHCTPYKIUS 1O Aenonpou3BoactBy? Jlaiite
XapaKTEPUCTUKY OPTaHU3AUOHHBIM JTOKYMEHTAaM U HA30BUTE UX BUJBIL.

16. HazoBute Buabsl HHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB, JalTe
XapaKTEPUCTHUKY Kax1oMy BuAy. [IpuBeauTe n3BeCTHbIE BaM BUbI PETUCTPALIUY.

17. JlaiTe  XapakTEpUCTUKY YUYPEAUTEIBHBIM JOKYMEHTAM M  yCTaBy
npennpusatrd. Kakue BUipl yCTaBOB BbI 3HaeTe?

18. Jaiite  xapaktepuctuky naokymeHTy «llomokeHue» ¥ Ha30BHUTE
CTPYKTYPHBIE€ YACTH TEKCTa JOKYMEHTA U €r0 COACPKAHUS.

19. Maitte xapakTepuCTUKy JOKyMeHTY «MHCTpykums». [IpuBeaure mpumepsl.
JloJDKHOCTHAsI MHCTPYKIUS, CTpyKTypa TekcTa. OdopmieHue. O3HaKOMIICHHE.

20. llITatTHoe  pacnucanue OCOOEHHOCTH  COCTaBJieHUs, O(OPMIICHUS.
TpeGoBaHUE K UCTIOIB30BAHUIO YHUPHUITUPOBAHHBIX (POPM.

21. I[IpaBuna BHyTpEHHErO TPYAOBOTO pacnopsaka u [lonoxeHnue o nepconae.

22. JlaiiTe XapaKTepUCTUKY pPACTIOPSAIUTENbHBIM JOKYMEHTaM.

23. HazoBuTe BUABI pacOpsAIUTENBHBIX JOKYMEHTOB U OCOOCHHOCTH KaXK0TO.
Ha3zoBuTe  CTpyKTypHBIE 4YacTH TEKCTa  PACHOPSOUTENBHBIX  JOKYMEHTOB,
odopmieHre npeaMOyIIbl U PACTIOPSAUTEIILHON YaCTH.

24. B uyem ocoOeHHOCTU chykeOHbIX muceM? HazoBuTe BHIBI CiTy)KEOHBIX
nucem. Kakue TpeOoBaHUS MPEABABISIOTCS K TEKCTY CITY>KEOHBIX muceM?

25. HazoBute mpaBuia oGopMIICHHMS  PEKBU3UTAa  «aapecar». Bumabl
aapeCOBaHUs.



26. YTO BXOJIUT B MOHATUE KIIPOBEAEHUE IKCIIEPTU3BI LIECHHOCTH JOKYMEHTa»?

27. PackpoiiTe TMOHATHS «IOKYMEHTOOOOPOT», «IOKYMEHTOIOTOKH». JlaiiTe
XapaKTEPUCTUKY Ka)XJ0My BUIY JOKYMEHTOIIOTOKA, YKaXKUT€ HMX OCOOEHHOCTH.
Kakum 06pa3oM onpeaensercss JOKyMEHTO000POT NpeanpusaTus?

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

29. [loaroToBKa JOKYMEHTOB K cJlady€ B BEJOMCTBEHHbIM apxuB. Cnaya
JOKYMEHTOB B apXuB opraHu3anu. Onucu TOKYMEHTOB, HaxOJAIIUXCSA B JeEJe€.
®dopMa u coziepKaHue aKTa 00 YHUUTOXKEHUU TOKYMEHTOB U A€l

30. Kakre 1oKyMeHThI He Tojjiexar peructpauuu? Kak u 3aueM BeneTcst yuer
TaKUX MMOCTYIUICHUN?

31. Pacckaxxute 0 BUAAX BXOIAIINX, UCXONAIIUX BHYTPEHHHUX JIOKYMEHTaXx.
HoxymenToB. IlpuBenutre (opmbl KypHalbHON peructpanuu. Pacckaxure o
peructpanuu ¢ nomompro PKK 1 aBTOMaTn3npoBaHHOM.

32. Yro BKIIOYAET B ce0s MOHATHE «(POpMUpPOBAHUS» U «ODOpMIICHUS» e’
HazoBute npuszHaku opopMieHus: 00JI0KKH AEII.

33. Cpoku XpaHEHHUsI TOKYMEHTOB B 3aBUCUMOCTH MX 3HauMMOCTH. HaszoBute
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OIPEAEIISIFOT CPOKH XPAHEHUS.

34. Uto BKiIIOYAET B ceOsl MOHATUE «IOATOTOBKA JIOKYMEHTOB K apXUBHOMY
xpaHeHno»? OyHKINH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTsbl 1J151 NpPOBeIeHUA KOHTPOJIbHOM padoThI:

1. IlpaBWiIbHAsA MOC/JEI0BATEIBLHOCTh HANMMCAHMS J3JEMEHTOB IOYTOBOIO
ajpeca Ha MOYTOBBIX OTNPABJICHUAX:

a) MOYTOBBIN UHICKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEP KBApTHUPHI;

') HA3BaHHUE HACEJIEHHOTO MyHKTa;

1) Ha3BaHHE 00J1acTH, Kpas, PeCyOInKu;

€) CTpaHa;

) HOMED JI0Ma;

3) Ha3BAHUE YJIMIIBI.

2. YHU(PUIIUPOBAHHAS CUCTEMA JJOKYMEHTAIIUU — ITO:

a) cucTeMa JOKYMEHTAllMM, CO3JaHHas M0 €IWHBIM IMpaBUiiaM U TpeOOBaHUSM,
cojieprkaiiias nHpopMaruo, He0OXO0UMYIO ISl YIIpaBJICHUS B ONpeAeICHHOM cdepe
NesATEeIbHOCTH;

0) ynuduinupoBanupie  (POpMBI  JOKYMEHTOB, CHUCTEMaTU3UPOBAHHBIE TIO
GYHKIUSIM YIIpaBICHUS;

B) COBOKYITHOCTh JIOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C PEIIAEMbIMU
JTIOKYMEHTaMU;

T') COBOKYITHOCTh JIOKyMEHTOB, CBSI3aHHAs €JUHOOOPA3HBIMH  TIPABUIIAMH
odopmiieHus.



3. BO3MOXKHOCTh MCHOJIb30BAHUS (PAaKCHUMMJIE KAK COOCTBEHHOW MOANMCH
perjiaMeHTHPYeTCs:

a) TpaXKJIaHCKUM KoJiekcoMm PD;

0) mpaBUJIaMu JIEJIONIPOU3BOACTBA B (peliepaibHBIX OpraHax HCIOJHUTEIbHOU
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy By 0JIaHKOB COOTBETCTBYET JIAHHbIN HA00P PeKBU3UTOB?

a) l'ocynapcrBennslii  repd  Poccuiickoit  ®enepauuun, repd cyObekTa
Poccuiickoit  @epeparuu, 5SMOiieMa OpraHW3ald, TOBAPHBIM 3HAK  (3HAK
oOCITy>)KMBaHHs), AaTa, HOMEP, MECTO COCTABJICHUS WJIU U3/IaHUS;

0) O;1aHK TTMCHMA;

B) 0OIIMii OJIaHK;

r) OJIaHK KOHKPETHOTO BHUJia IOKYMEHTA.

5. Ilopsinok HAMUCAHMSA IOYTOBOIO A/IPpeca YCTAHOBJICH:

a) B [IpaBunax aenonpou3BoAcTBa B (erepalibHbIX OpraHax HCIOJHUTENIbHOM
BJIACTH;

6)B 'OCT P 7.0.97-2016;

B) B [IpaBunax okazaHusi yciayr MOYTOBOM CBSI3U.

6. PeKBU3UT «BH32» MOKET BKJIHOYATH:

a) JOJDKHOCTh BU3UPYIOLLEro, €ro IMOANUCh, PacHIM(PpPOBKY (MHULHUAIBI U
(dbamunus) u nary;

0) noanucek, pacmmdposky (@. U. O.), nary;

B) JIOJDKHOCTD, TIOJINUCH J1ATY;

T') JOJDKHOCTb, TOANUCH, paciiupoBKy noanucu (O. U. O.).

7. I'epOoBasi me4yaThb NPOCTABJIAETCH HA MUCbMAX:

a) peKJIaMHBIX;

0) HaIIOMUHAHUSIX;

B) IPUTJIALLICHHUSIX;

I') TapaHTHIHBIX;

1) ”HGOPMAITMOHHBIX.

8. Tekcr [0KYMEHTOB COCTABJSIOT HA TOCYAAapPCTBEHHOM  fI3bIKe
Poccmiickoii ®enepauuM MM HAa TOCYJAPCTBEHHBIX S3bIKAX Cy0beKTOB
Poccuiickoit @egepauu B COOTBETCTBUM C:

a) MpaBuja JEJIONPOU3BOJICTBA B deaepalbHbIX OpraHax HWCIOJHUTEIbHON
BJIACTH;

0) 3akoHonarenscTBOM Poccuiickoit ®Pepepanuu u cyobekToB Poccuiickoit
denepaunu;

B) 'CHHOY;

I') TUTIOBOM MHCTPYKITUEHN MO JI€IONPOU3BOJICTBRY.

9. les1b10 CTAHAAPTU3ALUM JOKYMEHTOB SIBJISICTCH:

a) IOpUANYECKOE 3aKPEIICHUE Pe3yIbTaTOB YHU(PHUKAIIUHN IOKYMEHTOB;

0) pazpaboTKa HOMEHKJIATYpy JEI;

B) CHCTEMaTH3alrs JOKYMEHTOB B OpraHU3aluy;

) o0ecreyeHnue COXpaHHOCTH IOKYMEHTOB;

1) 3aIIKUTa KOHPUACHIIMATbHOCTH HHPOPMAIUH.



10. VYkaxkuTe BapHAHT OTBETOB, B KOTOPOM MNPABWIbLHO Ha3BaHbI
PEKBU3UTHI 0JIAHKA NMUCHbMA:

a) (rep6, »MOnema), KOJ OpraHu3alliyd, HAUMCHOBAHUS OpraHU3allUH,
CIpaBOYHBIC JaHHbIE OO0 OpraHm3auu, KoJa (OPMBI JOKYMEHTa, MECTO IS
IPOCTaBJICHHUS JaThl JOKYMEHTa, MECTO JUIsl TPOCTABJICHUS PETUCTPAIMOHHOTO
HOMEpa JIOKyMEHTa, CChIIKAa Ha HOMEp M JaTy BXOJSIIETO TOKYMEHTA;

0) (rep0d, smOiiemMa), HaMMEHOBAHMs OpraHU3aIlM{, KOJI OpraHHU3alldM, JaTra
JTOKyMEHTa, MECTO JIJISl POCTABJICHHS PETUCTPAITMOHHOTO HOMEpPa IOKYMEHTa, MECTO
W3JIaHUS TOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOJSIIETO TOKYMEHTA;

B) (rep0d, »5MOneMa), HAMMEHOBAHUSA OpraHW3allii, HAUMEHOBAHHUS BHIA
JTOKyMEHTa, JaTa JOKYMEHTOB, KOJ (POpMBI JOKYMEHTA, MECTO [JIsi MPOCTABIICHUS
PETHCTPAIIMOHHOTO HOMEpa JOKYMEHTa, CIpPABOYHBIC MaHHBIE 00 OpTraHHW3aIuw,
CCBIIKA Ha HOMEP | JIaTy BXOJAIIETO JOKYMEHTA,

r) (rep0, sMOiema), HAaMMEHOBAHUS OPTaHMU3AIMU, CIPABOYHbBIC JAHHBIE 00
opranu3zanuu, koj opranuzanuu OI'PH, mecTo nst npoctaBieHus: JaThl JOKYMEHTA,
MECTO JIJIsl MPOCTABJICHUSI PETUCTPAIIMOHHOTO HOMEpPA JOKYMEHTA, CChIIKa Ha HOMEP
U JIaTy BXOJSIIETO JOKYMEHTa, MECTO JIJIsl 3ar0JIOBKA K TEKCTY.

11. K oprann3aumoHHbIM JOKYMEHTAM OTHOCATCS:
a) MPOTOKOJI,
0) ycras;

B) MHCTPYKILIUS;
I) T[OCTAHOBJICHUE;
1) TIOJOXKECHHE.
12. K pekBM3MTaM NPUKA3a OTHOCATCH:
a) ajapecar;
0) HauMEHOBaHUE OpraHU3alNH;
B) HaMMEHOBaHME BUJIA JTOKYMEHTA,
I) 3aroJIoBOK K TEKCTY, TEKCT;
n) Tpud yTBEepKICHHUS;
€) TOJMMCH.
13. AKTBI co3aa10TCH:
a) KOJUIETHAJIbHO;
0) Ha OnmaHKax;
B) Ha COBCIAaHWH;
I')  BBIIIECTOAIICH OPTaHU3AIINCH.
14. HopmaTMBHBIA aKT, HM3JaBaeMblii JAHPEKTOPOM 00pa30BATEIbLHOMU
OPraHU3alMU WIH YUPE:XKIeHUsi, 3TO:
a) MpuKas;
0) TOJIOKEHUE;
B) pacCIOpSIKEHUE;
r) peuieHue.

15. Bo BpemMsi NpoM3BOACTBEHHOI0 COBCIIAHUSI Y IMPEKTOPAa CEeKpeTaphb
3anMCbIBA BBICTYIUICHUSI M NPUHATHe peumieHusi. Kakoil TOKymMeHT cienyer
0()OpMHUTH IO UTOraM 3aceIaHusi?

a) IIpoTokour;



0) pereHue;

B) paclopsiKEeHHE;

I') IPOTOKOJI, PEIIEHUE U PACTIOPSKEHUE;

1) IO YCMOTPEHHUIO Ha4aJIbCTBA.

16. PexkBu3duTaMu BHELIHEH CIIPABKH SIBJISIETCS:

a) meyvaTh;

0) MOJIMKCH;

B) HAMMEHOBAHUE BUJIA JOKYMEHTA;

r) agpecar;

1) HAMMEHOBaHUE OpPraHU3alnu;

€) CChUIKAa Ha JaTy PEruCcTpalMOHHBIA HOMED.

17. ®axkc oriinyaercss OT NUCbMa 10 0POPMJICHHIO TEM, YTO:

a) SIBJISIETCS HE MOJJIMHHUKOM, a KOIUEH TOKYMEHTa;

0) COIEPKUT PSif TOTOJIHUTEIBHBIX PEKBU3UTOB;

B) IeyaTaeTcs Ha Tenedakce;

') HE MOXET OBITh 3aBEPEH MEUYATHIO.

18. BbigesnTe M3 KaKHUX pPa3iesiOB COCTOUT TEKCT NMPHUKA3a MO0 OCHOBHOM
NeSITeJIbHOCTH:

a) KOHCTaTUPYIOLIHUI U pacTiopsIUTEIbHBIN;

0) KOHCTAaTUPYIOIIUI U MOCTAHOBISIOIINN;

B) KOHCTaTUPYIOLIUI U IpeJaratonui;

I') OCHOBHOM M KOHCTaTUPYIOLLUH.

19. Bbigeaure, B KaKOM M3 BHJAOB JOKYMEHTOB He IHPOCTABJISIOTCS
PEKBU3UT HAUMEHOBAHMS BH/IA JOKYMEHTA.

a) 3asBIICHUE;

0) city)e0Hoe TMChMO;

B) JIOKJIQ/THAS 3aITUCKa,

') JOJKHOCTHAs HHCTPYKIHSI.

20. Pacnpenenure YyKa3aHHble HHMXKe [JOKYMEHTbl Ha 3 TrpyHNIbI:
a) opraHu3alUoOHHbIE, 0) pacnopsAUTEeIbHbIC, B) HHGOPMALIMOHHO-CIIPABOYHbIE.
. Pesrome.
. JJomkHOCTHAs HHCTPYKLHKS.
. Pacnopsbxenne qupekropa.
. CBOIKa.
. [TocTaHOBIIEHME KOJUIETHUU.
. MHCTpYKIMS IO AEIIONPOU3BOACTBY.
. CnipaBka ¢ Mecta paboThI.
. [Ipukas o npueme Ha paboTy.

. HItatHOE pacniucanue.

10. TpynoBoii 1oroBop.

11. I[IpurnameHue Ha BBICTABKY.

12. PernameHT.

21. Kommccenss mo pacciieJOBAHHI0O TMOKapa, MPOU30LIENIIero B
00pa3oBaTeIbHOM yUpPeXKAeHNH, YCTAHOBIWIHN P GaKTOB, KOTOPbIE MOCTYKUIH
NpUYMHOM moxxkapa. Kakoil JOKyMeHT J0/12KHA COCTABUTH KOMUCCHA?
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a) Axr;

0) cipaBKy;

B) IOKJIAQJHYIO 3aIMUCKY;

') HHCTPYKIIMIO O TPOTUBOIOXKAPHOU O€301aCHOCTH.

22.  JIOKYMeHT, aIpeCcOBAHHBIN PYKOBOJIUTEIO OpraHu3aNuu,
coJep:Kaliuii  00CTOSATE/ILCTBEHHOE M3JI0KEHHEe KaKoro-jaubo Bompoca
BbIBOJIAMH U MPeEIJI0KEHUAMH COCTABJICHNS, HA3bIBAETCH:

a) aKT;

0) mpencTaBiICHUE;

B) JIOKJIa/IHAs 3aIIUCKa;

I') NPEIJI0KEHNUE.

23. laToii ciyxe0HOro MUChbMA SABJISIETCS 1aTa:

a) COCTaBJICHUS,

0) OoTIpaBJICHMUS;

B) MOJIMMMCAHUS,

T') OJIYYEHHS.

24. CnyMcok NpHUCYTCTBYIOIIMX HA 3aceJaHHM 0QopMIIseTcsl OTHAeIbHO U
NPHJIAraeTcsi K NPpOTOKOJIY, eCJIi TAKOBBIX:

a) oosee 15;

0) 6omee 10;

B) Oomnee 25.

25. Odopmienne 00J0KKH Jesa I TOCJAeIyHlero XpaHeHus
onpejaeJsieTcs:

a) CTaHAapTOM;

0) MHCTPYKUUEN IO IETONPOU3BOJICTBY;

B) pacCopsHKCHHEM PYKOBOAHUTETIS.

26. DxcnepTr3a HEHHOCTH JOKYMEHTA MPOXOAUT B ____JTamna:

a) 4eThIpE;

0) Tpu;

B) JIBa.

27. HomenkJiatypa e (pado4uii IK3eMILISIP) NOMEIIAKT Ha:

a) CTOJIE, O CTEKJIOM;

0) nBepiie mkada ¢ JOKyMEHTaMU;

B) BHYTPEHHEN CTOPOHE ABEPILIbI MKa(da ¢ JOKyMEHTaMHU.

28. Bce JmcThl Jeia NpH MNOArOTOBKE HX K I[epeaadye B apXuB
HyMEpYITCSI:

a) YepHBIM rpaUTHHIM KapaHAaIlIoM;

0) YepHBIMU YEPHUJIAMH;

B) KpacHBIM KapaHJ1allloM.

29. Bxoasinue JOKYMEHTbI PeruCTPUPYIOTCSH:

a) MocJie 03HAKOMJICHHUSI C HUIMH PYKOBOIUTEJIS;

0) B 1epBOi MOJIOBUHE JTHS TOTYUYCHUS;

B) /10 O3HAKOMJICHHS C HUMU PYKOBOJUTEJI.

30. Kaxnasi oOpa3oBare/ibHasi OpraHu3anusi 0013aHa UMETh:

a) CBOJIHYIO HOMEHKJIATypYy;



0) MHIUBHUIYaTbHYI0 HOMEHKJIATYPY;

B) TUTIOBYIO HOMEHKJIATYPY.

31. 3a cKoOJBKO JHEHl 10 WCMOJHEHHs MPOBOAAT MpeayNpeauTebHbIN
KOHTPOJIb?

a) 1Ba;

0) oJuH;

B) TPH.

32. PazesuTe/iAiMM B CIPABOYHOI KAPTOTEKE CJIYKAT:

a) Ha3BaHUS CTPYKTYPHBIX MOAPA3ACIICHUIA;

0) HampaBIIeHUSA IEATEIHLHOCTH MPEATIPUSTHSI;

B) IHU HEJEIH, MECSIIA.

33. Ha ucxoasimem JOKyMeHTe PEKBU3HUT «1aTa» CTABUTCS:

a) COCTaBUTENIEM JIOKYMEHTA;

0) pu perucTpanuu;

B) MOCJIE MOMUCAHUS PYKOBOIUTEIIEM.

34. Ecau B Jejie copep:KaTcs JOKYMEHThI Pa3iu4YHOi LEHHOCTH, TO CPOK
XpPaHeHNs YCTAHABJIMBAETCS:

a) OOJIBIINI;

0) MEHBIIIHIA;

B) CpEIHUM.

3ajaHus I CaMOCTOSATEJIbHOM Pad0ThI

3apanme 1. OQopMuTh BCE OTMETKH, KOTOpbIE CTaBAT Ha JIOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYxkaxunre MeCTOPACIOIOKEHUS ITUX
PEKBU3UTOB Ha OyaHke popmara A4.

3ananue 2. 300pa3ute cxeMaTuuecku KiiacCU(PUKAIUIO TOKYMEHTOB.

3aganme 3. Beimumumre Ha nuct dopmara A4 Bce mnpaBuiia 0hOpPMIICHHUS
TEeKCTa JOKYMEHTa: HMHTepBasibl, mpudThl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2016.

3aganmue 4. CoctaBuTh W OGOPMHUTH JOKIATHYIO 3aMHCKy O HAPYIICHUH
TPYJOBOM TUCHUILTUHBI paOOTHUKOM. Bce peKBU3UTHI U 37€MEHTHI TEKCTa JOOABUTH
camocTrosTenbHO. Hamucath OOBACHUTENBHYIO 3allUCKy OT HUMEHH pabOTHHKA,
HapyUIUTENS TPYJOBON AUCIUILIIUHEI.

3apanme 5. Hanncats oTBETHOE MUCHhMO-01ar0JapHOCTh HA MO3/PABJICHHE.

2.2. OneHOYHBIE CpeCTBA JJIs1 MIPOMEKYTOYHOM aTTecTaluu (3a4eT)

Bonipocsl /1151 IpoBe/IeHUsI 3a4eTa:

1. [TonsiTHE «AOKYMEHT» U €T0 (YHKITHH.

2. Knaccugukanuus J0KyMEHTOB.

3. CymHOCTh U OCHOBHOE Ha3HAY€HHE JOKYMEHTAIMOHHOTO obOecreueHus
JIESITEIbHOCTH TeIarora.

4. CucreMbl JOKYMEHTALIMH.

5. 3akoHOAaTenpHasi U HOPMATUBHO-METOAUYECKas: 0a3za JOKYMEHTAllMOHHOTO
oOecrnieueHus ynpaBIeHHUs.



6. ®opmyssip JOKYMEHTA.

7. CocTaB peKBU3UTOB JIOKYMEHTOB.

8. TpeboBanus K 0POPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeboBanus K O1aHKaM JOKYMEHTOB.

10. Cuctema 1oKyMEHTallUK B 00pa30BaTeIbHON OpraHU3alINH.

11. OpranuzannoHHbsie JOKyMeHThI cuctembl OP/I.

12. O6mas xapakTepUCTHMKa M Ha3HAYCHHE OPraHU3aIMOHHBIX JIOKYMEHTOB
OP/I.

13. PacniopsiautenbHble TOKYMEHTHI cucteMbl OP/I.

14. O6mias XxapakTepucTUKa U Ha3HAYEHHUE PaCIOPSIAUTENIbHBIX IOKYMEHTOB.

15. UadopmaiimoHHO-CIpaBOYHbIE TOKyMEHTHI cucteMbl OP/I.

16. O6mias XapakTepucTMKa W Ha3HA4Y€HHE HMHQPOPMALMOHHO-CIPABOYHBIX
JIOKYMEHTOB.

17. JlenoBoe MUchbMO Kak OCHOBHOM BHUJ TIEPETIUCKH.

18. biranku st muceM. @opMyIIsIp €I0BOrO MHUChMA.

19. Ocobennoctu 0puUIIUATHEHO-IETIOBOTO CTHIISI COCTABIICHUS TEKCTA JIETOBOTO
NrchMa.

20. Bunpl  cimy:keOHBIX ~ THMCEM,  COCTaBIAIONIME  OCHOBY  JICJIOBOM
KOPPECIIOHCHIIUY.

21. DnexTpoHHas NMEepEenucKa. JIEKTPOHHBIN TOKYMEHT.

22. OpraHuzaiys 10KyMeHT0000poTa 00pa30BaTeIbHOM OpraHU3aIUH.

23. @opMbl OpraHu3zalMud  padboThl € JOKyMeHTaMu. J{OKyMeHTOOOOpOT.
JIOKyMEHTOIMOTOKH.

24. Tlopsinok 00pabOTKM BXOSIIMX JOKYMEHTOB. Perucrpaiius J0KyMeHTOB.

25. Ilopsinok 00pabOTKM UCXOIAIUX TOKYMEHTOB.

26. [Topsinok pabOThI C BHYyTPEHHUMHU JOKYMEHTaMHU.

277. HomeHknatypa Jei.

28. ®opMupOBaHUeE, odopMmIiieHueE, XpaHeHWEe  JeJl B TEeKyIleM
JEJIONPOU3BOICTBE.

29. Yuudukanus J0KyMEHTOB.

30. CrangapTu3anusi JOKyMEHTOB.

31. HyMepaiiusi MHOTOCTPAaHUYHOTO IOKYMEHTA.

32. lpudTel, Kerau u mosist, IpUMEHsIEeMbIe PU 0(POPMIIEHUU TOKYMEHTOB.

33. Pe3tome: noHATHE, HA3HAYEHHE, COCTAB PEKBU3UTOB.

34. Aprobuorpadus: TOHATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

35. XapakTepucTHKa: MOHATUE, HA3HaYEHUE, COCTaB PEKBU3UTOB.

36. 3asBieHME: OHITHE, Ha3HAYEHHE, COCTAB PEKBU3UTOB.

37. CnyxxeOHas 3anMCKa: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

38. O0BscHUTEbHAS 3aIIMCKA: TTOHSATHE, Ha3HAYEHHE, COCTAB PEKBU3UTOB.

39. JlokitagHas 3anucKa: MOHATUE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

40. CrpaBka: MoOHATHE, HA3HAYEHHE, COCTaB PEKBU3UTOB.

41. AKT: NOHSTUE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

42. IIpoTOoKOJ: MOHATHE, HA3HAYEHHE, COCTAB PEKBU3UTOB.

43. IIpuka3: moHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

44. PacniopsikeHUE: OHIATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.



45. Ilpuka3 o TMYHOMY COCTaBY: IIOHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

46. YcraB, MoJIOXKEHUE: TOHITHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

47. JoJbKHOCTHAs] MHCTPYKIIMS: TIOHSITHE, Ha3HAYeHHE, COCTaB PEKBU3UTOB.

48. UHCcTpyKIMg 1O  JEJNONPOU3BOACTBY: TMOHSTUE, Ha3HAYCHHE, COCTaB
PEKBU3UTOB.

49. IlpaBuna: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

50. KoieKTUBHBIN 10TOBOpP: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

51. OcobGeHHOCTH COCTaBICHUS TEKCTA MTPOTOKOIA.

52. OcoOGeHHOCTH COCTaBJICHUS TEKCTa MTPUKa3a.

53. PexBusuthl rep0d, sMOjeMa, TOBApHBIM 3HAK (3HAK OOCIY>XUBaHUS), KO
(GbopMBI TOKyMEHTA.

54. PeKBU3UT HAaWMEHOBAHHE OpPraHU3alli, HAWUMEHOBAHHUE CTPYKTYPHOIO
NO/Ipa3/ieNIeHus], HAMMEHOBaHUE JOJKHOCTH JIULA.

55. PekBU3UT cripaBOYHBIC JaHHBIE 00 OPraHU3AIUH.

56. PekBU3UT HAMMEHOBAaHUE BU/Ia TOKYMEHTA.

57. PekBU3UT 1aTa JOKYMEHTA.

58. PEKBUBHUT perucTpalliOHHbIA HOMEP JOKYMEHTA.

59. PEKBU3HUT CChUIKA HA PETUCTPAIMOHHBI HOMEpP MU JATy MNOCTYNHBIIETO
JOKYMEHTA.

60. PekBU3UT MECTO COCTABJICHUS (M3AaHUs) IOKYMEHTA.

61. PekBU3UT rpud orpaHUYECHHS TOCTYMNA K TOKYMEHTY.

62. PekBu3uT aapecar.

63. PekBU3UT rpud yTBEPKICHUS JOKYMEHTA.

64. PeKBU3HT 3arojOBOK K TEKCTY.

65. PEKBU3HUT TEKCT TIOKYMEHTA.

66. PEeKBU3UT OTMETKA O IPUIIOKEHUH.

67. PexBu3ut rpud coriacoBaHusi JOKYMEHTA.

68. PexBu3ur Bu3a.

69. PekBU3HUT NOMMHKCH.

70. PekBU3UT OTMETKA 00 JICKTPOHHOM TOIITHUCH.

71. PekBU3UT nevaTh.

72. PexkBU3UT OTMETKA 00 UCTIOJIHUTETIE.

73. PEKBU3UT OTMETKA O 3aBEPEHUU KOIIHH.

74. PEKBU3UT OTMETKA O OCTYIUIEHUHU JOKYMEHTA.

75. PEKBU3UT pE30JIOLIHUSL.

76. PEKBU3UT OTMETKA O KOHTPOJIE.

7']. PEKBU3UT OTMETKA O HAIPABICHUU JOKYMEHTA B JIEJIO.

78. HampaBieHus TOCYyJJapCTBEHHOTO PETYJIMPOBAHUS JTOKYMEHTALMOHHOIO
oOecrieueHus: yIpaBJIeHHs: COCTAaB U 00111ast XapaKTepUCTHUKA.

79. Bunbel JOKyMEHTAlIMOHHOTO OOECIeueHus YIIPaBICHUs: COCTaB U 001as
XapaKTepUCTHKA.

80. Ha3nauenue U CTPYKTypa IIPaBOBOTO PEryIUpPOBAHUS
JOKYMEHTAIMOHHOTO 00eCTieueHus yIpaBiICHHUS.

81. CocraB u Ha3HAYEHUE 3aKOHOAATENBHBIX aKTOB  Poccuiickoii
denepanyu, peryaIupyonmx J0KyMEHTAlMOHHOE 00eCTieueHUE YIIPaBICHHUS.



82. CoctaB M Ha3Hau€HHWE HOPMATHBHBIX MPABOBBIX AKTOB (heaepaabHBIX
OpraHOB  WCIIOJIHUTEIbHOM  BJIACTH,  PETYJIUPYIOIIUX  JOKYMEHTAIMOHHOE
oOecrieyeHue yrnpapieHUsI.

83. CocTaB U Ha3Ha4Y€HHE TOCYAAPCTBEHHBIX (HAIMOHAJIBHBIX) CTAH/IapPTOB,
PEryIupyIomuX JOKYMEHTAIIMOHHOE 00eClieYeHrEe YIPABICHHUS.

84. Ponp ®denepanbHOM apxuBHOM cityk0bl (PocapxuBa) B rocy1apcTBEHHOM
peryJaupoBaHuM IOKYMEHTAIIMOHHOTO 00eCIeYeHUs yIpaBIICHHUS.

85. Haznauenue " CTPYKTypa I'ocynapcTBeHHOM CHUCTEMBI
TOKyMEeHTaImoHHoro ooecneuenus ynpasieHus ('CJIOY).

86. Ctpykrypa u o6mras xapakrepuctuka OcHoBHBIX mojoxenuii [[CIIOY.

87. Ponp yHu(UKAIMK U CTaHAAPTU3ALUU JOKYMEHTOB B COBPEMEHHOM
JOKYMEHTAIIMOHHOM 00€CIIEUeHUH YIIPABICHHUS.

88. CocraB 1 Ha3HAYEHHE YHUDPHUIIMPOBAHHBIX CUCTEM JIOKYMEHTALIUU.

89. CocraB, Ha3HAYEHUE U COJEPIKAHUE T'OCYAAPCTBEHHBIX CTAaHAAPTOB HA
YHU(UIUPOBAHHBIE CUCTEMBI JJOKYMEHTAIIUH.

90. CocraB ¥ Ha3zHayeHHE OOIIEPOCCUMCKUX KIACCU(DUKATOPOB TEXHUKO-
HKOHOMUYECKOU U COLIMATIbHON NH(OPMALIUH.

91. OcHOBHBIE TOHATHS W  TEPMUHOJIOTHS  JTOKYMEHTAllMOHHOIO
o0ecrieueHus ynpaBIeHUs.

92. OOmas XapakTepUCTHKA CUCTEMbl TEPMHHOB JOKYMEHTALlMOHHOTO
obecrieueHust YIIPABJICHUS, ONPEAECICHHOU I'oCTom P 51141-98
«/lenonpon3BoaCTBO U apXUBHOE A€710. TepMUHBI U ONIPENEICHUSD.

93. CymHOCTb, OCHOBHBIE AaCHEKTbl M CBOMCTBA YHPABJIEHYECKOTO
JIOKYMEHTA KaK CHCTEMBI.

94. Kraccudukaius yrnpaBieHUY€CKUX TOKYMEHTOB.

95. OOmue TpeboBaHMS K  JOKYMEHTUPOBAHHMIO  YIPABIECHYECKOMN
JeATeNIbHOCTH, onpeaeneHHble OcHoBHbIMU noJiokeHussMu ['CHOY.

96. OOmue TpeOoBaHUS K  JOKYMEHTHPOBAHUIO  YIPABICHUYECKOM
JESTEIbHOCTH, OIpEICICHHbIE THUIIOBOW HMHCTPYKLMEH I10 AECIONPOU3BOJCTBY B
deneparbHBIX OpraHax UCIOJHUTEIHLHOM BIIACTH.

97. OOmmue TpeOoBaHUS K  JOKYMEHTHPOBAHUIO  YIIPABICHYECKOM
nesitenbHOCTH, onpeaeneHabpie [[OCTom P 6.30-2003 «YHUGUIUPOBAHHBIE CUCTEMBI
JOKyMEHTALUH.

98. VYuuduuupoBaHHas  cuUCTeMa  OpPraHU3aLUOHHO-PACTIOPSAUTEIILHON
nokyMeHTaruu. TpeboBaHus K 0POPMIICHUIO TJOKYMEHTOB.

99. CootHomieHue 1ened U CpeAcTB B MPOGEeCCHOHAIBHOW NESITeIIbHOCTH
nejarora.

100. CoumanbHbIi XapaKTEP MOPAIBHBIX HOPM.

101. Tlousarue, conepxanue U GyHKIUU CIYKEOHOTO 3TUKETA NeJarora.

102. CnyxeOHbIi STUKET MeIarora.

103. HpaBcTBeHHOE coAEpKaHUE TPABOBBIX HOPM.

104. TlpodeccronanbHO HEOOXOIUMBIE KA4eCTBA Iearora, X HPaBCTBEHHOE
coJiepKaHue.

105. KoudpaukT B npodeccuoHaIbHON ASSITENbHOCTH MEJarora.

106. CnocoOsl peaoTBpaIeHUs] KOHPIUKTHBIX CUTYaLIUH.



107. CootHormieHue 001IeH 1 MPOPECCUOHATBHON ITHKHU.

108. TIlpaBuia nmoBeaeHus neaarora B NpodeccuoHaIbHOM IeITeTbHOCTH.

109. IOpuaundeckas cuiia TOKyMEHTA.

110. IIpodeccuoHanbHas 3THKA Kak BU TPYJIOBOH MOPAIIH.

111. TIpodeccuonanu3M Kak HpaBCTBEHHass uepTa Ju4yHOCTU. [loHsTHE
npodeccuu.

112. [enoas stuka. CiykeOHas 3TUKA: HOPMbI, TIOHSITHE.

113. TIIpodeccuonampHoe oOpa3oBaHHe Kak (akTOp OOpEeTeHHsS] ATHKHU
CHeUaIKCTa.

114. Tlemarornyeckas 3THKa B 3aKOHOJATENbCTBE PO.

115. JIoKyMeHT Kak cucrteMa. OJJIEMEHTbI, (OPMHUPYIOIIHE TOKYMEHT Kak
CUCTEMY.

116. OOs3aTenbHbIe NPU3HAKU JOKYMEHTA, CBOMCTBA JOKYMEHTA, (DYHKLIHH
JOKYMEHTA.

117. Cucremarusanus 1 Kj1accupukamus JOKyMEHTOB

118. CucremMbl  JOKyMEHTallMd HW  KJIacCU(PUKATOPHl  JTIOKYMEHTHOMU
uHdopMaIum.

119. Knaccudukammu 1o (GYHKIIMOHATBHO-1IETIEBOMY Ha3HAYCHUIO
JIOKYMEHTOB.

120. CnocoObI 1 cpeacTBa JOKYMEHTHPOBAHUS.

121. HopmaTuBHBIE ITPAaBOBBIE AKTHl U MHBIC JOKYMEHTHI, CO3/1aBAEMbIE IPU
3aKOHOTBOPYECKOM M HOPMOTBOPUYECKOW JEATEIbHOCTH (eaepalibHbIX OPraHOB
BJIACTH.

122. OcHoBHbIE (POPMBI UCTIOTB30BAHUS TOKYMEHTUPOBAHHOW HHPOPMALIUU.

123. OdopmieHnue aein.

124. Cucrema OTYETHOM NTOKYMEHTALIAH.

125. OOume BOIIPOCHI OpraHu3aluu JIEJIONPON3BO/ICTBA u
JOKYMEHTOO00pOTa Ha MPEANPUATHUSAX, B OPraHU3aLUAX U YUPEKICHUAX.

126. TexHnosorusi paboThl C JOKYMEHTAMH Ha MPEATPUITHH.

127. ®opmupoBaHUE U XpAHEHUE TEKYILIUX JE.

128. JlokyMEHTUpPOBAHUE AESATEILHOCTH OPTraHU3aLINH.

129. IOpuamueckas cuiia JOKyMeHTa, (GOPMYJSIp TOKyMEHTa W (popmyIsp-
oOpasell JOKyMEeHTa.

130. bnanku JOKYMEHTOB U MOPSAOK UX OPOPMIICHUS.

131. OpranuzanimoHHble TOKYMEHTBI, WX HA3HAYECHHUE, XAPAKTEPUCTUKA U
COCTaB, TpeOOBaHUS K 0(OPMIICHHUIO, MTOPSIIOK YTBEPKACHHUS.

132. PacnopsauTtenbHble NTOKYMEHTBHI, UX HA3HAYEHUE, XapaKTEpUCTHKA U
COCTaB, TPeOOBaHUS K OPOPMIICHHUIO.

133. ChopaBouHblEe JOKYMEHTBI, UX XapaKTEPUCTHKA U COCTaB, TPEOOBAHUS K
0(OPMIICHHIO.

134. XapaxTepucTuka, cocTaB M TpeOOBaHUA K OPOPMIICHHUIO JTOKYMEHTOB
buznyecKux IuL.

135. YaudumupoBaHHbIE CUCTEMBI TOKYMEHTAIIUH.

136. DneKTpOHHBIE CUCTEMBI JOKYMEHTAIIUH.

137. Od¢uuunanbHble U CITy>KeOHbIE JOKYMEHTHI.



138. Opranuzanms ciry>k0bl JOKYMEHTAIIMOHHOTO 00€CTICUCHUS YIIPABICHMUS.

139. JlokyMEHTHBIE PECYpPCHI OpTaHU3ALIUMN.

140. HopmaTuBHbBIE TPaBOBBIEC AKThI, COACPIKAIINE TEPMUHBI, IPUMEHSIEMBIC B
JIOKYMEHTOBE/ICHUH.



