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1. ITACITIOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NPpUMEHEHUA

®onn  omenouyHbix cpeactB (DOC) — HeoTsememas dacTh paboueit
OporpaMMbl  JTUCHUIUIMHBL  «CHUCTEMBI  AJIEKTPOHHOTO JOKYMEHTOOOOpOTa» |
npeAHa3HaueH JUIsl KOHTPOJSL M OIEHKU 00pa30BaTENIbHBIX JIOCTUKEHUM CTYAEHTOB,
OCBOUBIIIHX MPOTPAMMY JTUCIUIUIUHBI.

1.2. Ilequ v 3agaum (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKU O0YYarOIIETOCs
tpeboBanusim  OI'OC  BO  0OakamaBpuarT 1O  HalpaBICHUIO  MOJTOTOBKH
09.03.04 «IIporpamMmMHas WHXKEHEPHUS», YTBEPKICHHBIM IPHUKA30M MMUHUCTEPCTBA
oOpazoBanust U Hayku Poccuiickoit ®@enepanuu «O0 yTBepxkaeHun GheaepaibHOro
roCy/IapCTBEHHOI0  00pa30BaTEeIbHOrO CTaHAapTa BbICIIETO OOpa3oBaHMUS —
OakanaBpuar mo HampaieHuto moarotoBku 09.03.04 «IIporpammHas WHKEHEPH»
ot 19.09.2017 Ne 920 (c w3meHeHusmH U nomnosiHeHusMH) U [IpodeccruoHanbHBIM
CTaHIApPTOM, yTBEpkIeHHbIM [Ipukazom MuHHCTEpCTBA TpyAda W COLMAIBHOU
samuThl  Poccmiickoit  ®enepammu  «O0  yTBepkAeHUU TPOGECCHOHATIBLHOTO
crangapra 06.001 «IIporpammuct» ot 20.07.2022 Ne 424n.

1.3. Ilepeyenr kKommeTreHuui, (GopMHpPYeMBIX B IpoLecce OCBOCHHS
OCHOBHOI1 00pa30BaTeILHON MPOrpaMMBblI

[Iporiecc ocBOeHUsI AMCIHMUILUIMHBI HalpaBiieH HAa (OPMHUPOBAHUE CIEAYIOIIUX
KOMIIETCHIIMHA ¥ NHIMKATOPOB MX JOCTH)KCHHUS:

Kox mo ®1oC BO | NHgukaTop 10CTHKEHUS

YHuBepcaabHbIe

YK-4 YK-4.1

Crniocoben OCYLIECTBIISATh JenoByr0 | OCylIecTBISIET  ACJIOBYH0  KOMMYHHUKAIIMIO

KOMMYHHUKAIIMI0O B YCTHOM M THCHMEHHOH | BYCTHOH W  TNUCBbMEHHOM  ¢opmax Ha

dopmMax  Ha  TOCYJAapCTBEHHOM  SI3BIKE | TOCYAapCTBEHHOM A3bIKE Poccuiickoit

Poccuiickoit denepanuun u uHoctpanHoMm(bix) | Depepanuu

sI3pIKe(ax)

1.4. Dranbl dopmMupoBaHMsT KOMIETEHUHH M CpeACTBA OllEHUBAHUSA
YPOBHS UX ¢)OPMHUPOBAHHOCTH

N KoHTpo/IbHO-0LIeHOYHBIE

Jranbl popmupoBaHusa komnereHuuil | Komnerenuun

cpeacTBa / crnocod oleHUBAHUA
Tema 1. Cucrembr snekrpoHHoro | YK-4 BricTymieHne Ha NOpakTHYECKUX
JIOKYMEHT0000poTa. ba3oBbie MOHATHSI. 3aHSTHUSIX, YCTHBIN OIPOC
Tema 2. PeiHOK cuctem snektpoHHOro | YK-4 BricTymieHre Ha MPakTHYECKHX
JIOKYMEHTO000pOTA. 3aHITHUSX, YCTHBIN OMPOC
Tema 3. Opranuzauusi npoektupoBanus | YK-4 BricTynieHne Ha OpakTUYECKHUX
CUCTEMBI 3JIEKTPOHHOTO 3aHATHUSX, YCTHBIN OMPOC
JIOKYMEHT0000pOTa.
Tema 4. Buenpenue u skcrunyartanus | YK-4 BricTymiieHne Ha NOpakTHYECKUX
CUCTEM 3JE€KTPOHHOTO 3aHATHUAX, YCTHBIN OIpOC
JIOKYMEHT0000pOTA.




Texymas arrecranus

YK-4 KonTponbnas pabota

HpOMe)KyTO‘-IHaH arTrecrauusa

VYK-4 3auer

1.5. Onucanue nokasareseii GOpMHUPOBAHUS KOMIIETEHIUI

Kox xomnerenmuu

Pe3yabTaThbl ¢ChOPMHPOBAHHOCTH

VK-4. Cnocoben
OCYIIECTBIISATH
JIETIOBYIO
KOMMYHHKAITUIO B
YCTHOM u

MMMCbMEHHOM (popMax
Ha TOCYJapCTBEHHOM

a3plke  Poccuiickoi
denepauuu u
WHOCTPaHHOM(BIX)
s3bIKe(ax)

VYK-4.1. 3nHaer: UpUHIUNBI KOMMYHHKAIlMd B MpOodecCHOHATBLHON
chepe, KOMMYHHKAIlMOHHbIE TEXHOJOIMH B HPO(PecCHOHATBHOM
B3aMMOJICHCTBUY; 3HAYEHHWE KOMMYHHMKAIUM B TPO(PECcCHOHATHHOM
B3aUMOJICHCTBUH; COBpPEMEHHBIE CpelcTBa UH(POPMALIMOHHO-
KOMMYHMKAIIMOHHBIX TEXHOJIOTUH.

VK-4.2. VYmMeer: co3gaBaTh Ha pPYCCKOM U HWHOCTPAHHOM SI3BIKE

NMUCbMCHHBIC TCKCTbI HAYYHOI'O U Oq)HHHaJIBHO-IIeHOBOFO cTuei peun
no TnpoeCCHOHANBHBIM BompocaM. [IpOM3BOIUTE PpENaKTOPCKYIO W
KOPPEKTOPCKYIO IMpPaBKy TEKCTOB HAYyYHOI'O W O(UIMAIBHO-IETOBOTO
CTWIEH pedn Ha PYCCKOM M HWHOCTPaHHOM s3bike. lcmomp3oBath
TCXHOJIOTNH (I)OpMI/IpOBaHI/ISI CUCTCMbl KOMMYHHKAIIUU. AHAJIU3UPOBATH
CHCTEMY KOMMYHHKAIIMOHHBIX CBSI3€H B OpraHU3aIHu.

VK-4.3. Bnaneert: peanuzanueii cioco00B yCTHOH M MUCbMEHHON BUI0B
KOMMYHUKAIIMH, B TOM YHCIIC HA HHOCTPAHHOM S3BIKE, TIPECTABICHHEM
IUIAHOB M pE3yJbTaToB  NPOPECCHOHATBHONH  AEATENbHOCTH  C
MCIIOJIb30BAHNEM KOMMYHHUKATHBHBIX TEXHOJIOTHIA.

1.6. Kpurepum ouneHuBaHHSI KOMIETEHUHMH HAa Ppa3HbIX 3Tamax HX

¢hopmupoBanus
KosmuectBo
Bua y4yeOHoii padboThI 0aJ10B
(0100 390
BrinonHenue 1 3amura npakTHYecKux padot 60 60
Konrponsnas padora - -
KoHnTtpoib camocTosTenbHOM paboTh 10 10
3auer 30 30
Bcero 100
HakonurtenbHas cucrema oneHuBaHusd no 100-6aniabHoi mkaJie
YeroipexdaiibHaA Cucrema
P 100-0annbHas | BykBeHHasi miKkaJja, cooTBeTcTBYIOMas 100-
cucTeMa OUeHHBaAHMS .. OllEHUBAHUS
IKaJaa 0a/NILHON HIKaIe
JK3aMeHa 3ayeTa
OT1nu4aHO 90-100 A — OTIIMYHO — TEOPETUYECKOE COJIepKaHHe
Kypca 0CBOEHO MOJHOCTHIO, 6e3 MpobenoB;
HE00XO0/IMMbIC TIPAKTHYCCKUE HABBIKH PabOThI
C OCBOCHHBIM MaTepHanoM c(HOPMHUPOBAHBI;
BCE TIPEIyCMOTPEHHBIE IPOrPaMMON
00yueHus y4eOHbIC 3a1aHKs BBIIOJHEHBI,
KA4eCTBO MX BBITIOJHEHHS OIICHEHO YHCIIOM 3a4TeHo
0aJIoB, OIM3KUM K MAKCUMaJIbHOMY
Xoportio 83-89 B — oueHB XOPOIIO — TEOPETHUECKOE
coziepKaHHe Kypca OCBOCHO IOJHOCTBIO, 0e3
MpoOEIOB; HE0OXOUMBIC TPAKTHUECKHE
HAaBBIKH pa6OTI)I C OCBOCHHBIM MaT€prajioM B
OCHOBHOM c(hOpMHPOBaHbI; BCE




MPEyCMOTPEHHBIC IIPOTrPaMMO 00yUCHHUS
y4eOHBIC 3a/JaHHs BHIMOJIHEHBI, KAYECTBO
BBIITOJTHEHYSI OOJIBITUHCTBA U3 HUX OIICHEHO
YUCIIOM 0aJUIOB, OJIM3KMM K MAKCUMAIbHOMY

Xoporo

75-82

C — XOpOIIO — TEOPETHIECKOE COJIepIKaHHE
Kypca OCBOCHO MOJHOCTBIO; HEKOTOPBIE
MPaKTUYECKUE HABBIKK Pa0OTHI C OCBOCHHBIM
MartepranoM c(HhOPMHUPOBAHBI HEJOCTATOYHO;
BCE IIPEIYCMOTPEHHBIE IPOrPaMMON
0o0ydeHus yueOHbIE 3aJaHNs BHIITOJTHEHEI,
KaueCTBO BBIIOJHEHUS HU OTHOTO U3 HUX HE
OLIEHEHO MHUHUMAJIbHBIM YUCIIOM 0aJUIOB,
HEKOTOPbIE BUJIbI 33/IaHUH BBITIOJIHEHBI C
omuOKamMu

Y 10BIIETBOPUTEIBHO

63-74

D — ynoBieTBOPUTENBHO — TEOPETUIECKOE
coJiep;KaHue Kypca OCBOCHO YaCTHYHO, HO
poOesbl He HOCST CYIECTBEHHOTO
XapakTepa; HeoOXOJMBbIE TIPAKTHIECKHE
HaBBIKH Pa0OTHI ¢ OCBOEHHBIM MAaTEpHaJIOM B
OCHOBHOM C(hOpMHPOBaHBI; OOJIBIINHCTBO
MPEyCMOTPEHHBIX MPOTPaMMOil 00yUIeHUs
y4eOHBIX 33laHUH BBITIOIIHEHO, HEKOTOPBIE 13
BBIIIOJTHEHHBIX 33JIJaHUH COEP)KAT OMIHOKH

Y 10BJIETBOPUTEIIBHO

50-62

E — nocpencTBeHHO — TeOpeTHYeCcKoe
COJIepKaHKe Kypca OCBOCHO YaCTHYHO;
HEKOTOPBIC TIPAKTUUCCKUE HABBIKK PabOThI HE
c(hOpMHUPOBAHBI, MHOTHE IPEAYCMOTPEHHBIC
y4eOHOI mporpaMmoii 00y4eHus yueOHbIC
3aJJaHHs HE BBITIOTHEHBI JINOO Ka4eCTBO
BBITTOJTHEHHBIX HEKOTOPBIX M3 HUX OIICHCHO
YHCIIOM 0aJUIOB, OJIM3KUM K MUHUMAIbHOMY

HeynosnerBopurensHo

21-49

FX — Hey1oBIEeTBOPHUTEIIEHO — TEOPETHUECKOE
CoJIepkaHne Kypca OCBOCHO YaCTHYHO;
HEOOXOIUMBIE IPAKTHUECKUE HABBIKH PaOOTHI
C OCBOCHHBIM MaTEpHaIOM HE
c(hopMHupOBaHbI; OOIBIIUHCTBO
MPEIyCMOTPEHHBIX Y4eOHOI TporpaMMoit
00yueHHs yUeOHBIX 3aIaHUH HE BBHIIIOJIHEHO
J'II/I60 Ka4yCCTBO HMX BBIIIOJIHCHUA OLICHCHO
YHCIIOM OaJJIOB, OJIM3KUM K MHHUMAJIBHOMY)
P JIOTIOJHUTEIBHO CaMOCTOSTEIILHOM
paboTe HaJl MaTepHaIoM Kypca BO3MOKHO
TIOBBIIIIEHNE KAUECTBA BBITOJIHEHHUS yUeOHBIX
3aJaHuN

HeynosnerBopurensHo

0-20

F — HeyJOBIIETBOPUTENBEHO — TEOPETUUECKOES
coziepKaHKe Kypca He OCBOCHO;
HEOOXOIUMBIE IPAKTHUECKUE HABBIKH PaOOTHI
He c)OpMUPOBAHEL; BCE BHINOIHCHHBIE
y4eOHbIe 3a1aHUs COJIEPKAT TPyObIe OMIMOKH;
JIOTIOJTHUTEJIbHAS CAMOCTOSATENIbHAsI paboTa
HaJl MaTepHaIoM Kypca He IPUBEIET K
KaKOMY-J1T100 3HAYMMOMY TIOBBIIICHHIO
Ka4yecTBa BBIIIOJIHEHHUS] YUSOHBIX 3aaHUH

He 3auteno

2. KOHTPOJIBHO-OIEHOYHBIE CPEACTBA

2.1. OueHo4YHbIEe CPECTBA TEKYILIEr0 KOHTPOJIA (TUIIOBbIE)

Bomnpocs! 1Jis1 yCTHOTO onpoca:

1. JlaitiTe onpeneneHUE MOHATUS «TOKYMEHT.




2. Packpoiite nousarue «JJOY». HazoBute mpodeccronanbuble TEPMUHBI U
orpezieNieHus B 00J1acTH AETONPOU3BOJICTBA.

3. HazoBute u packpoiiTe GyHKIIUN JOKYMEHTOB.

4. Kakne OCHOBHBIE 3aKOHBI B 00JJACTH OpraHU3aLMM AEJIONPOU3BOACTBA BbI
3Haete? HaszoBuTe comepkaHue makeTa OOS3aTENBHBIX 3aKOHOAATCIBHBIX W
HOPMAaTHUBHBIX JOKYMEHTOB B obsactu JIOVY.

5. HazoBure mpaBuia  yTBEPXKICHUA JIOKYMEHTOB. TpeOoBaHus H
odopmIiICHHE.

6. Kakne pekBH3UTBHI SBISIIOTCS «HOPUAUYECKHA 3HAYMMbIMKU»? [lpaBuna ux
opopmieHus. YTo BKIIOUAET B ce€0sl MOHITHE «IIPABOBas OXpaHa JOKYMEHTOB»?

7. IlpuBeguTe mpuMepbl JOKYMEHTOB, KOTOPBIE MOJIEKAT YTBEPKACHUIO U HA
KOTOPBIX CTaBUTCS nedath. Kak opopMIIsitoTCs mepeyHu Takux JOKYMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBHH C KOTOPHIM OQOPMISIOT PEKBU3UTHI
nokyMeHToB cuctembl OPJI. JlaTa BBeleHHe 1 4TO OH ycTaHaBiuBaeT. HazoBute Bce
PEKBU3HTHI.

9. HazoBute pexkBu3uThl 00miero Onmanka W Omanka mis mucbkMa. [lpaBumia
obopmienus. Kakume Buumbl OmaHKoB BbI 3Haere? B dyem ocoOeHHOCTH OJlaHKa
JOJKHOCTHOTO Jinua’?

10. CornmacoBanue u BusupoBanue. HazoBure BUIBI U CPOKM COTJIACOBAHMS, U
BU3UPOBAHUE IOKYMEHTOB.

11. Pacckaxkute 0 medarssx W IITaMmmnax NpeaupusaTHid u opranuszanui. Ha
KaKuX JOKyMeHTax craBsTcs mnedarb? Kakue TpeOoBaHUS NPEABSBISIOT K
UCIIOJIb30BaHUIO repOoBOi nevatu?

12. PackpoiiTe coaep:kaHWE TMOHATUS «yNpaBieHue». Ha3zoBUTE CHCTEMBI
JOKYMEHTOB YyrpaBieHus. Packpoiite nonstue «OP[l». Kakue rpynmsl U BHABI
JTOKYMEHTOB BxoasT B OP/[?

13. Pacckaxutre 00 OCOOCHHOCTSIX 3JEKTPOHHOTO JIOKYMEHTA, 3JIEKTPOHHOU
NEPENUCKU U TPEOOBAHUSX, IPEIbIBISIEMbIX K HEH.

14. B uem ocobennoctu Omanka i muchMma? Ha3oBute pekBU3HWTHI OaHKa
JUISl IACbMA M PEKBU3HTHI CIIYKEOHOTO MUChMa.

15. Yro pernaMeHTHpPYET TUIIOBAsi MHCTPYKLMS 1O AeIonpou3BoacTBy? Jlaiite
XapaKTEPUCTUKY OPTaHU3aMOHHBIM JJOKYMEHTaM U HA30BUTE UX BUBIL.

16. HazoButre BuAbl HH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB, JaiiTe
XapaKTEPUCTUKY KaxaoMy BuAy. [IpuBenuTe n3BecTHbIC BaM BU/Ibl PETUCTPALUU.

17. JaliTe  XapakTEpUCTUKY YYpPEOUTEIbHBIM JOKYMEHTAM M  YCTaBYy
npennpustug. Kakue BUibl yCTaBOB Bbl 3HAaeTE?

18. Jalite  xapakrepuctuky JAoKymeHTy «llomoxkeHue» W HaA30BUTE
CTPYKTYpPHBIE YaCTH TEKCTa JOKYMEHTA U €r0 COACP/KAHUS.

19. Jaiite xapaktepucTtuky 1okyMeHTy « HcTpykuus». [IpuBenure npumepsl.
JIoKHOCTHAst MHCTPYKIMS, CTPYKTypa Tekcta. Opopmienue. O3HaKOMIICHHE.

20. IlItatHoe  pacnucanne OCOOCHHOCTH  COCTaBJIICHHS, O(OPMIICHHS.
TpebGoBaHUe K UCTIOIH30BAHUIO YHUPHUITUPOBAHHBIX (POPM.

21. IIpaBuna BHyTpEHHETO TPYAOBOTO pacnopsaaka u [lomoxenne o nepconane.

22. JlaiiTe XapaKTEPUCTUKY PACIIOPAIUTEIBHBIM JOKYMEHTAM.



23. HazoBuTe BUABI paCOPsIUTENbHBIX JOKYMEHTOB U OCOOEHHOCTH KaXKJI0T0.
HazoBuTe  CTpyKTypHblE 4YacTH TEKCTa  pacCHOPAIUTENbHBIX  JOKYMEHTOB,
odopMiieHHE TTPeamMOyJIbl U PACTIOPSTUTEITHHOM YACTH.

24. B ueM ocoOeHHOCTH ciy:keOHBIX muceM? HaszoBure BHIBI CITyKeOHBIX
nuceM. Kakue TpeGoBaHUs MPEIBABISIOTCS K TEKCTY CIY>KEOHBIX MuceM?

25. HazoBute mpaBwia oQopMIIeHHS  pEKBU3UTa  «aapecar». Bunubl
aJIpeCcOBaHMSL.

26. UTo BXOAUT B IOHATHE IIPOBEACHNUE IKCIIEPTU3HI IEHHOCTH TOKYMEHTa»?

27. PackpoiiTe MOHATUSA «IOKYMEHTOOOOPOT», <«JIOKYMEHTONOTOKW». [laiiTe
XapaKTePUCTUKY KaXKJIOMY BHJY JIOKYMEHTOIOTOKA, YKaXXUTE€ HX OCOOEHHOCTH.
Kakum o6pazom onpenensercs JOKyMEHTOOO0OPOT NpepusiThs?

28. Homenkiarypa aen. 3nauenue. CocraBieHue. Buabl HOMEHKIATYPBI.

29. l[logroToBka JOKYMEHTOB K cJady€ B BEIOMCTBEHHbIM apxuB. Cnaya
JOKYMEHTOB B apxuB opraHuzanuu. Onucu JOKYMEHTOB, HaXOASIIUXCS B JIETe.
®dopma u cosiepkaHue akTa 00 YHUUYTOXKEHUU JOKYMEHTOB U JIEN.

30. Kakue 1oKyMeHThI He nojjiexar peructpaunu’? Kak v 3aueM BeleTCs yueT
TaKuX MOCTYIUICHHI?

31. PacckaxkuTe O BHAAX BXOASAUIUX, UCXOISAIIMX BHYTPEHHUX JIOKYMEHTaX.
HNoxymenToB. IlpuBenutre Gopmbl >KypHaATIBbHON peructpanuu. Pacckaxure o
peructpanuu ¢ noMoinbo PKK n aBTomatuznpoBaHHOM.

32. Yro BKiIIOYAET B ceOst MOHATHE «(OPMUPOBAHUSD» U «OPOPMIICHUS» Aen?
HazoBute npuszHaku opopmiieHus: 00JI0XKKHU Al

33. Cpoku XpaHEHMsI JOKYMEHTOB B 3aBUCHUMOCTH MX 3HauuMmocTu. HazoBure
HOPMAaTUBHBIA TOKYMEHT, 10 KOTOPOMY OIPENEISIOT CPOKU XPAHEHUS.

34. Yto BKIIIOYAET B CeOsl TOHITHE «IOATOTOBKA JIOKYMEHTOB K apXUBHOMY
xpaHeHuo»? OyHKIKH, 3a1a41 U OTBETCTBEHHOCTh JK.

35.  OcuoBabie pyuakmmu CI/0. Tunossie TpedoBanms k CIJ10.

36. IIpeumyiiecTBa BHEAPEHUS CUCTEMBI 3JIEKTPOHHOIO JIOKYMEHTO000POTA.

37. Ilpuuunbl aBTOMaTH3a1MKU. BEIOOp CHCTEMBI aBTOMATU3AIUH.

38. BapuaHThl perieHus 3aa4 aBToMaTu3aluu JOKyMEHTO000poTa.

39. Ilpob6nema eauHcTBa MHGOPMAIIMOHHON cucTteMbl U uHTerpanuu COJ10 B
uHdpacTpykTypy koproparusHoit C.

40. Kpatkuit 0630p pbIHKa 1 Kjaccudukaius miatdopm, IpeacTaBICHHbIX Ha
PBIHKE.

41. dakToppl, BIUAIOIHAEC HAa BBHIOOp 0OazoBod  MIaThOpMBl  3amad
aBTOMATH3alIMH IOKYMEHTOO00pOTa

42. ECM-cucremsl.

43. BPM — cucremsl.

44. OrteuectBernnbie C3/0.

45. Lotus Notes.



46.
47.
48.
49.

®daxrop Microsoft SharePoint.

[ToacucTembr aBTOMATHU3AIMHN TOKYMEHTOO00POTA.

Cucrembpl aBTOMATHU3AIMH JISTIOTPOU3BO/ICTBA.

[Toacucrema apxwBa TOKYMEHTOB, YMPAaBICHUS KOHTCHTOM M CpEICTBA

CTPYKTYpPH3aLIHH.

50.

Cucrembl BBOJIa JOKYMEHTOB U CUCTEMbI 00pabOTKH 00pa30B JOKYMEHTOB

51. Iloacucrema MapIpyTU3alUK IOKYMEHTOB U YIIPABICHUS 3aIaHUSIMHU.

52.
53.

54.

55.

CucreMbl KOMITJIEKCHOW aBTOMATU3AIMK OU3HEC-TIPOIIECCOB.

Tunel npuIIOXKEHUM, BHEAPSIEMBIX B pamkax KopropatuHoit CIJ10.
ApPXUBBI AJIEKTPOHHBIX IOKYMEHTOB.

ABTOMaTH3AIUSA MIPOLIECCOB KJIACCUYECKOTO POCCHIICKOTO

JOKYMEHTO00OopoTa (moAdepKKa JTOKYMEHTAllMOHHOTO O0ECHeYeHUsl yNpaBIICHUS -

JIOY).

56.
57.
58.

ABTOMaTH3aIMs TPOLECCOB COMNIACOBAHUSA IOKYMEHTOB.
ABTOMaTH3aIMs ypaBIeHUs OyMa>KHBIM apXUBOM.
ABTOMaTH3aIMsA IIPOLECCOB 0011eaIMUHUCTPATUBHOTO

JOKYMEHTO00O0pOTa.

59.
60.
61.
62.
63.
64.
65.

ABTOMaTH3AIMS CIICUPUUECKUX OTPACIEBBIX 3a/1a4.

ABTOMATH3AIMSI IPOLIECCHOTO YIIPABIICHHUSI.

ABTOMaTH3aIMsI TOKYMEHTOO00POTA B YIIPABICHUH MTPOCKTAMH.
ABTOMAaTH3aIMS TEXHUYECKOTO IOKYMEHTO000pOTA.

Cuctema a11eKTpoHHOTO JoKyMeHTooOopoTa Lotus Domino & Notes.
OCOOEHHOCTH BHEIPSHUS U IKCILTyaTallHH.

Cucrema 3neKTpoHHOTO JOoKymMeHTooOopoTa Lotus Domino & Notes.

[Tonoxxenue Ha pbIHKE. VICTOpUS CHCTEMBI, TMIICH3UH U CEPTU(DUKATHI.

66.
67.
68.
69.
70.
71.

Crpyktrypa CompanyMedia. ApXUTEKTypa CUCTEMBI.

CO/1 Lotus Domino & Notes. Kpurtnka. Konkypupytoiiue pazpadoTKH.
OneHka 5KOHOMUU U BBITOJI. VcuncrnsieMble BBITObI.

OrneHka 5KOHOMUU U BbITOJI. Heucuucsembie BHITOIBI.

Onenka a¢ppexruBHoctu BHeapenus CI10.

Pacuer pacxomoB. Pacuer moxomoB. DxKoHOMHYECKas I1€1€CO00Pa3HOCTh

BHeapeHus: COJ10.

72.

TecThl 1151 NIPOBeIeHUSA KOHTPOJbHOI padoThI:

1. IlpaBujibHAasA MOC/E€A0BATEJILHOCTh HANMUCAHMUS J3JEMEHTOB IMOYTOBOIO
ajjpeca HA MOYTOBBIX OTHNPABJIEHUAX:
®)II0YTOBBII UHIEKC;

o)
)

HaVMEHOBAHUE aJIpecara;
HOMED KBapTHUPHI;



@) Ha3BaHUE HACEJICHHOI'O ITyHKTA;

&) Ha3BaHUE 00JaCTH, Kpasi, pecryOuKH;

©)cTpaHa;

¢) HOMEp J0Ma;

) HAa3BAHUE YJIULIBL.

2. YHupuuupoBaHHas CUCTEMA JOKYMEHTALMU — ITO:

@)cucTeMa JIOKYMEHTAlWU, CO3/IaHHAsl MO €UHBIM IpaBuiaM U TPeOOBaHUSM,
cojieprkaiiiasi uHpopMaIuoo, He0OXOUMYIO JJIsl YIIPABICHUS B ONpEeIeHHON cdepe
NEeSTENbHOCTH;

) yHUu(uImpoBanubie (HOPMBI JOKYMEHTOB, CHCTEMaTU3UPOBAHHBIC I10
GyHKUMAM yIIpaBiIeHUS;

¢) COBOKYMHOCTb JJOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBHH C
perraeMbIMH IOKYMEHTaMU;

Q) COBOKYMHOCTh JOKYMEHTOB, CBsI3aHHAasi €IMHOOOPA3HBIMU TMpPaBHIAMH
oopMIIEHUS.

3. BO3MOKHOCTH HCIOJIb30BaHHMsI (PaKCHMMJIE KAK COOCTBEHHOM NMOIANMCH
perjiaMeHTHPYeTCH:

@)TpakIaHCKUM KojeKkcoM PD;

©) MpaBUIaMHU JIETTOMTPOU3BO/ICTBA B benepanbHbIX opraHax

VCIIOJTHUTEIIbHOM BIIACTH;

®) ['OCT P 7.0.97-2016.

4. Kakomy Buay 0JIJAHKOB COOTBETCTBYET JIaHHBI HA00pP PeKBU3UTOB?

@)l'ocynapcrtBennniii  rep6 Poccuiickoit  ®enepanun, 1epd CcyObekTa
Poccuiickoit  depeparuu, 5SmOiieMa OpraHu3ald, TOBApHBIM 3HAK  (3HAK
o0cnyKuBaHus), 1aTa, HOMEP, MECTO COCTABIICHUS WU U3JIaHUs;

l©) OJIaHK TIHChMa;
") 00muii OJ1aHK;
Q) OJJaHK KOHKPETHOTO BUIA IOKYMEHTA.

S. IlopsiaoK HaNMCAHKUS IOYTOBOIO a/ipeca YCTAHOBJICH:

@)B [IpaBuiax nenomnpousBojcTBa B (heaepanbHBIX OpraHax HCHOIHUTEIbHOM
BJIACTH;

9) B ['OCT P 7.0.97-2016;

®) B [IpaBunax oka3zaHus yciIyr IOYTOBOM CBSI3H.

6. PexBU3UT «BU32» MOKET BKJIIOYATH:

®)J0JDKHOCTh BHU3UPYIOIIETO, €ro MNOJINUCh, pacliu@poBKY (MHULMAIBI U
dbamumnus) u nary;

o) noAnuck, pacmudporky (®. U. O.), nary;

¢) JOJIKHOCTb, TOJITUCH JaTy;

Q) JOJIKHOCTB, MOJANMUCH, paciudpoBky noamucu (D. 1. O.).
7. 'epOoBasi me4yaThb MPOCTABJSAETCH HA MACBMAX:
®)PEKIIAMHBIX;

©) HallOMUHAHUSX;

¢) IPUTIIALICHUSAX;

@) rapaHTUNHBIX;

&) UH(OPMAIMOHHBIX.



8. Teker [OKYMEHTOB COCTAaBJSIOT HAa TOCYJAPCTBEHHOM  fi3bIKe
Poccuiickoii ®Denepannu WJIM Ha TOCYAapPCTBEHHBIX $3bIKAX CYObEKTOB
Poccuiickoit @egepauuu B COOTBETCTBUM C:

@)TIpaBuia JEJIOMPOU3BOACTBA B (eJepallbHbIX OpraHax HCIIOTHUTEIBHON
BJIACTH;

©) 3aKkoHOAaTeNbCcTBOM Poccuiickoit @enepanun u cyonekToB Poccuiickoit
denepannu;

¢) Ircaoy;

@) TUIIOBOM MHCTPYKLHEHN 110 AEIOIPOU3BOJICTBY.

9. leablo cTAHAAPTU3AIUM TOKYMEHTOB SIBJISIETCH:
®)IOpUIMYECKOE 3aKpeIJIEHUE Pe3yJIbTaTOB YHU(DUKAIIUN TOKYMEHTOB;

) pa3paboTka HOMEHKIIATYPY JIeT;

™) CUCTEMAaTH3aIHsI TOKYMEHTOB B OpTaHHU3aIlHH;
@) oOecrieueHrne COXpaHHOCTH JIOKYMEHTOB;

&) 3amuTa KOHPUICHINMATEHOCTH NHHOPMAIIHH.

10. YkaxkuTe BApPHAHT OTBETOB, B KOTOPOM MNPABWJIbHO HAa3BaHbI
PEKBU3HUTHI OJIAHKA MUCHMA:

@)(Tepbd, »HMmOsema), KOJ OpraHWU3AINH, HAUMEHOBAHWS OpTaHU3AIINH,
CIpaBOYHBIE JaHHbIE OO0 OpraHu3anuu, Kox (OpMBI JOKYMEHTa, MECTO s
IPOCTABJICHUA JaThl JOKYMEHTa, MECTO JUIsl MPOCTABICHUS PETUCTPALMOHHOTO
HOMeEpa JIOKyMEHTa, CChIIIKa Ha HOMEp M JaTy BXOJIAIIETO TOKyMEHTA;

) (rep0, aM0OyiemMa), HAMMEHOBAHUS OpPraHU3aIluy, KOJl OpraHu3alliy, JaTra
JOKYMEHTA, MECTO JUISI IPOCTABIICHUSI PETUCTPALIMOHHOTO HOMEpPA IOKYMEHTa, MECTO
U3JIaHUS TOKYMEHTA, CChIJIKa Ha HOMEP U JaTy BXOMSIIETO T0KYMEHTA;

") (rep6, amOyiema), HaMMEHOBAHUS OpPraHW3allM¥, HAUMEHOBAHUS BHA
JOKyMEHTa, JaTra JTOKYMEHTOB, KOJl (POpMBI JOKYMEHTa, MECTO [JIsl MPOCTaBIICHUS
PETUCTPAlIMOHHOTO HOMEpa JOKYMEHTa, CIPABOYHBIC JlaHHbIE 00 OpraHHU3alluy,
CCBUIKA HA HOMEP M JIaTy BXOJIAIIETO JOKYMEHTA;

Q) (rep6, aMbOIeMa), HAMMEHOBAHUS OPTaHU3AIMH, CIIPABOYHBIC JaHHBIC 00
opranuzauuu, koa opranuzaunu OI'PH, mecTo amsa npocTaBiaeHust 1aTbl JOKYMEHTA,
MECTO JJIsl MPOCTABIICHUSI PETUCTPAIIMOHHOTO HOMEpPA JOKYMEHTA, CChIJIKa HA HOMED
M J1aTy BXOJSIIEro JOKYMEHTa, MECTO JIJIs 3aT0JIOBKA K TEKCTY.

11. K opranm3anmoHHbIM J0KYMEHTAM OTHOCHTCH:
®@) TIPOTOKOI;
v) ycTaB;

®) HHCTPYKLUS,
@) TMOCTaHOBJICHUE;
&) TOJIOXKEHHUE.
12. K pekBH3MTaM NPUKA3a OTHOCATCSH:
@) ajpecar;
lv) HaWMEHOBAaHHME OPTaHU3AINY;
®) HaWMEHOBaHHE BUJA TOKYMECHTA;
&) 3aroJIoBOK K TEKCTY, TEKCT;
&) rpud yTBEpKICHUS;
) TOANKUCH.



13. AKTBI co31a10TCH:
®@) KOJUIETHAJIBHO;
lv) Ha OiaHKax;
¢) Ha COBEIIAHWH;
&) BBIIIECTOSIIEH OpraHU3aluei.

14. HopmaTMBHBIA aKT, HM3JaBaeMblid JAUPEKTOPOM 00pa3oBaTeJIbLHOMU
OPraHM3alMU UM YYPEeKIeHHUs, ITO:

@) TpUKa3z;

[9) TMOJIOKEHUE;

®) PACTIOPSIKECHHUE;
&) pelieHue.

15. Bo BpemMsi NMpPOU3BOACTBEHHOI0 COBENIAHMS Yy JAUPEKTOPA CeKpeTaphb
3allUCHIBAJ BBICTYILUICHUSI U TPUHATHe pemieHusi. Kakod TOKyMeHT cJiexyer
0()OPpMHUTH 110 UTOraM 3aceaHus?

@)IIpoToxoun;

lv)  penieHue;

®@)  pacloOpsKEHHUE;

@)  NOPOTOKOJ, PEHIEHUE U PACIIOPSHKEHHUE;

&) 10 YCMOTPEHMIO HA4aJIbCTBA.

16. PexBu3uTtamMu BHeLIHEl CIIPAaBKH SIBJISIETCSH:

®)IIeYaTh;

lv)  MOJIIKUCH;

@)  HaMMEHOBAaHHUE BHJIA JOKYMEHTA;

&) anpecar;

&) HaMMEHOBaHUE OpraHU3aIlNY;

)CChUIKa Ha ATy PErUCTPAIMOHHBIA HOMED.

17. ®daxkc oTiIM4aeTcsi OT NMCbMA MO0 0()OPMIIEHHIO TEM, YTO:

@)SBJISIETCS HE MOJJIMHHUKOM, a KONUEW IOKYMEHTa;

19) COIEPKUT Psi TONOJHUTEIbHBIX PEKBU3UTOB;

®) medaraercs Ha Tenedakce;

@) HE MOXET OBITh 3aBEPEH MEYAThIO.

18. Boigesnre M3 KaKUX pPa3esoB COCTOMT TEKCT NMPHKA3a 10 OCHOBHOM
AeATEeJIbHOCTH:

®)KOHCTaTUPYIOIIMIA U pacopsIUTEIbHBIH;

o) KOHCTATUPYIOLIHAN U TTOCTAHOBJISIOIINM;

®)  KOHCTaTHUPYIOIIUNA U MpeJiararoiiui;

@)  OCHOBHOM M KOHCTAaTUPYIOIIUM.

19. Bbigeaure, B KaKOM H3 BHAOB [OKYMEHTOB He IPOCTABJAITCS
PEKBM3UT HAUMEHOBAHMS BU/Ia JOKYMEHTA.

®)3asiBJICHHUE;

)  cayXeOHOE MUCHMO;

®)  JOKJIaJHas 3aIllCKa;

&)  JOJDKHOCTHASI HHCTPYKIIHSL.

20. Pacnpegeaure yKa3aHHble HUKE JOKYMEHTBI Ha 3 TIpynnbl:
a) OpraHM3alMoOHHbIC, 0) pacnopsiAMTEIbHbIE, B) HH(POPMAILlMUOHHO-CIIPABOYHBIE.



. Pesrome.

. JloIoKHOCTHAS HHCTPYKLIMSL.

. PacniopsikeHue nqupekropa.

. CBOJIKA.

. [TocTaHOBNEHNE KOJIETHH.

. MHCTpYKIIMA MO 1EIONPOU3BOJICTBY.
. CnpaBka ¢ Mecta paboThI.

. IIpukas o npueme Ha paboTy.

9. llltaTHOE pacnvcaHue.

10. TpynoBoii norosop.

11. ITpurnamenue Ha BHICTaBKY.

12. PernameHr.

21. Komuccuss 1o paccjielOBaHMI0 MOKapa, TMPOU30LIeANIero B
00pa30BaTeJIbHOM YUYPeKACHUH, YCTAHOBIWIN P GaKTOB, KOTOPbIE MOCTYKHIH
NPUYUHON Moxkapa. Kakoil TOKyMEHT J0/ZKHA COCTABUTH KOMUCCHUS?

®)AKT;

lv)  cHpaBky;

¢™)  JOKJIAJHYIO 3aIHUCKY;

@)  UMHCTPYKIMIO O MPOTUBOMNOKAPHOU 0€30MMaCHOCTH.

22.  JIOKyMeHT,  aJpecOBaHHbIi  PYKOBOAMTEJH)  OpPraHU3alUM,
CO/lepPKAIIMHA  00CTOATEJILCTBEHHOE W3JIOKEHHE KaKOro-jiudo Bompoca ¢
BbIBOJIAMH U NMPeEAJI0KEHUSIMU COCTABJIEHUS, HA3bIBAETCSI:

®)aKT;

l9)  TpelCcTaBlICHUE;

®)  JIOKJIaJ{Has 3aIHCKa;

<) MmpenoXeHue.

23. laToii ci1ykeOHOro muchbMa sIBJISETCS JAaTa:

®)COCTaBJICHHUS;

l9)  OTHpaBJICHHUS;

®)  TOANHCAHUSA,

&)  NOJIy4YEeHHS.

24. CnucoOK NMPUCYTCTBYKOIIMX HA 3acelaHuu odopmiisercsi OTAEJbHO U
NMPUWIAraeTcs K NPpoToKoJy, €I TAKOBBIX:

O IN DNk~ W

@)0omee 15;
lo) Oosee 10;
m) Ooiee 25.

25. Odopmiienue 00J0KKM Jejia sl NOCJIEAYIOUero XpaHeHUs
onpejaessieTcs:

®)CTaHIapTOM;

l9)  HMHCTPYKLHMEW IO JIEIO0NPOU3BOJICTBY;

¢)  pacnopsHKEHHUEM PYKOBOJIUTEIIS.

26. DkcnepTH3a HEHHOCTH I0OKYMEHTA NMPOXOAUT B Jrama:

®)4ETBIPE;

o) Tpu;

™) 7Ba.




27. HomeHnkaaTtypa aeJ (padounii 3K3eMILISP) MOMENIAKT Ha:

®)CTOJI€, M0JT CTEKJIOM;

lo)  aBeprie mkada c TOKYMEHTaMH,

¢)  BHYTPEHHEW CTOPOHE JABEPIIbI MKada ¢ JOKYMEHTaMHU.

28. Bce JaucThl [Jesia NpU NOATOTOBKE WX K Iepegaye B apXuB
HYMepYyITCH:

®)4EpHBIM TpaUTHBIM KapaHJAIIoOM;

l9)  4YEepHBIMU YEPHUIIAMU;

®@)  KpacHbIM KapaHJalloM.

29. Bxoasimue JOKYMEHTBI PeruCTPUPYIOTCH:

@)T0CJIe 03HAKOMJICHUS C HUMU PYKOBOJIUTEIIS;

l9) B IEPBOI MOJOBUHE JHS MOTYUYCHUS;

®@) 10 O3HAKOMJIEHUSI C HUMHU PYKOBOJHTEIIS.

30. Ka:xxnasi o0pa3oBaTe/ibHAs OPraHu3alusa 00s13aHA UMETh:

@)CBO/JIHYIO HOMEHKJIATYPY;

l9) HUHIUBUIAYAIbHYIO HOMEHKIATYPY;

®@)  TUIOBYI HOMEHKJIATYpYy.

31. 3a cKkOJIbKO JHeH [0 HCHOJHEHUS NPOBOAAT MNpeAyNpeauTe bHbII
KOHTPOJIb?

®)/1Ba;

o)  omuH;

@)  TpH.

32. PaznenuresIAMHU B CIIPABOYHOM KAPTOTEKE CJIYKAT:

@)Ha3BaHUs CTPYKTYPHBIX MOJIpa3/IeiICHUI;

l9)  HampaBJICHUS NEATEIbHOCTH MPEIPUSTHUS;

®@)  JIHU HEeJIEeJu, Mecsa.

33. Ha ucxoasimeM JOKYMEHTe PEKBU3UT «1aTa» CTABUTCH:

®)COCTaBUTEJIEM JOKYMEHTA;

l9)  [puU perucTpanuu;

¢)  IOCJIE MOANUCAHUS PYKOBOJUTEIEM.

34. Eciu B aeJie coaepKaTcs A0KYMEHTbI Pa3IM4HOM LEHHOCTH, TO CPOK
XpPaHeHMs YCTAHABJIMBAETCH:

@) 00JIBIIIHIA;

lv)  MEHBIIUM;

®)  CpEIHMUIA.

3aganus 11 CAMOCTOATEILHOM PadoThI

3aganme 1. OdopmMuTh BCE OTMETKH, KOTOPbIE CTaBSAT Ha JIOKYMEHTE B
coorBerctBuM ¢ ['OCT P 7.0.97-2016. Vkaxutre MeCTOPACIOIOKEHUS OTUX
PEKBU3UTOB Ha OiaHke ¢popmarta A4.

3ananue 2. M300pa3ure cxeMaTuyecku KiIacCU(PHUKAIUIO JOKYMEHTOB.

3aganme 3. Beimumure Ha nuct (opmata A4 Bce mpaBwia odopmieHHS
TEeKCTa JOKyMEHTa: WHTepBaibl, mpudtel u T. A. B cooTBercTBUU ¢ ['OCT P
7.0.972016.



3aganme 4. CoctaBuTh W OQOPMHUTH JOKIAIHYIO 3alUCKy O HapyIIeHUU
TPYJIOBOM TUCUHUIIUHBI paOOTHUKOM. Bce peKBU3UTHI M 3JI€MEHTHI TeKCTa JOOABUTH
camocToaTeNnbHO. HammcaTh OOBSCHUTENBHYIO 3alHCKy OT HWMEHH pabOTHUKA,
HApYUIUTEIISI TPYA0BOM AUCIUTIIIUHEI.

3amanue 5. HanucaTts 0TBETHOE MUCHbMO-0J1aroAapHOCTh HAa MO3/paBJICHUE.

2.2. OueHo4YHbIe CPeACTBA VISl MPOMEKYTOUYHOM aTTecTaunu (3a4er)

Bonpocs! AJ1s1 MpoBeieHUs 3a4eTa:

1. TloHsiTHe «TOKYMEHT» U €ro (PyHKIIUH.

2. Knaccudukarus TOKyMEHTOB.

3. CylIHOCTh M OCHOBHOE HAa3HAYCHHE JIOKYMEHTAIlMOHHOTO OO0eCreYeHUs
NEeATEbHOCTH Te1arora.

4. CucteMbl TOKyMEHTAIUH.

5. 3akoHOo/maTenpHass ¥ HOPMATHBHO-METOUYECKas 06a3a JTOKyMEHTAIMOHHOTO
oOecrieueHust yIpaBJICHHUS.

6. @opMyJIsIp JOKYMEHTA.

7. CocTaB peKBU3UTOB JOKYMEHTOB.

8. TpeboBaHus kK 0hOPMIICHUIO PEKBU3UTOB JJOKYMEHTOB.

9. TpeboBaHus K O1aHKaM JOKYMEHTOB.

10. Cucrema 1oKyMeHTAIlMU B 00pa30BaTeIbHOM OpraHu3aIuu.

11. Opranuzainuonsbsie JoKyMeHThl cuctembl OPJI. OOmias xapakTepucTuka u
Ha3Ha4YeHUE JOKYMEHTOB.

12. Pacniopsiautenbhbie ToKyMeHThl cucteMbl OPJ]. OOmas xapakTepucTuka u
Ha3HAY€HUE JOKYMEHTOB.

13. UudopmarnmonHo-cripaBouHble  JAO0KyMeHThl cuctembl OPJI.  OGmias
XapaKTepUCTHKA U Ha3HAYEHUE JTOKYMEHTOB.

14. JIenoBoe MUCbMO KaK OCHOBHOM BUJ| IEPEMUCKHU.

15. bnanku nns nucem. opMyisip A€I0BOTO MUChMA.

16. OcoberHocTr 0GUIIUATEHO-IETIOBOTO CTHJISI COCTABIIEHHUS TEKCTA JIETIOBOTO
nuchbma.

17. Bunbl  cimyXeOHbIX  IHMCEM,  COCTaBIAIOIIME  OCHOBY  JEJIOBOM
KOPPECTIOHECHIUU.

18. DnexTpoHHas nepenucka. JIEKTPOHHBIN TOKYMEHT.

19. Opranuzaiys 10KyMeHTO000pOTa 00pa30BaTeIbHON OpraHu3aIuy.

20. ®opMbl OpraHMzanuuM paboThl € JOKYMEHTaMmH. J[OKyMEHTOOOOpOT.
JIOKyMEHTOIIOTOKH.

21. [Mopsimok 06pabOTKK BXOASAIIMX JOKYMEHTOB. Perucrpaiust JOKyMEHTOB.

22. Ilopsiok 06pabOTKH UCXOSIINX TOKYMEHTOB.

23. [Mopsimok paboThl C BHYTPEHHUMH JIOKYMEHTAMHU.

24. HomeHkiarypa Aen.

25. ®opmupoBaHue, odopmIiIeHHE, XpaHEHUE pi(Sh) B TEKYILEM
JEJIOITPOU3BOICTBE.

26. Yaudukanus J0KyMEHTOB.

27. CranmapTusanus JOKyMEHTOB.



28.
29.
30.

Hymepanyst MHOrOCTpaHUYHOTO JOKYMEHTA.
[pudTh1, KErNK U MOJISL, TPUMEHsIEMbIE TTPH 0(DOPMIICHHH IOKYMEHTOB.
Pestome, aBToOMOTpadus, xapakTepucTHKa: TOHATHE, Ha3HAYCHUE, COCTAB

PEKBU3HUTOB.

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

3asBiICHHE: IMOHATHC, HA3HAYCHUC, COCTAB PCKBU3HUTOB.

CJIy}I(e6Ha$I 3aIIMCKa: IIOHATHUC, HA3HAYCHHEC, COCTAB PCKBHU3UTOB.
OOBscHHUTENIHLHAS 3a1CKa: IOHATHUC, HASHAYCHHUC, COCTAB PCKBU3HUTOB.
I[OKJ'I&I[HEISI 3aIIMCKa: IIOHATHUC, HA3HAYCHHEC, COCTAB PCKBHU3UTOB.
CnpaBKa: INOHATHUEC, HASHAYCHUC, COCTAB PCKBU3HUTOB.

AKT, IMPOTOKOJI: TOHATHUC, HA3HAUYCHUEC, COCTAB PCKBU3UTOB.

HpI/IKaB, PACIIOPAKCHUC: TIOHATHC, HA3HAYCHUC, COCTAB PCKBU3HUTOB.
HpI/IKaS I10 JIMYHOMY COCTaBYy: IIOHATHUC, HA3HAYCHUC, COCTAB PCKBU3UTOB.
YCTaB, ITOJIOKCHUC: IIOHATHUC, HA3HAYCHUC, COCTAB PCKBU3UTOB.
I[OJ'DKHOCTHEU{ HHCTPYKOHUA: IIOHATUC, HA3HAYCHUC, COCTAB PCKBU3UTOB.

41. HCTpYKIIUST TIO JICJIONPOM3BOJICTBY: TMIOHSATHE, Ha3HA4YCHUE, COCTaB
PEKBHU3UTOB.
42. IlpaBuna: MoHsITHE, HA3HAYEHHE, COCTaB PEKBU3UTOB.

43.
44.
45.
46.

Kos1eKTUBHBIN 10rOBOp: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.
OcoOeHHOCTH COCTaBIEHMSI TEKCTA IIPOTOKOJIA.

Oco0OeHHOCTH COCTaBIEHMS TEKCTA MTPUKA3a.

PekBusutsl repO, sMOemMa, TOBApHBIM 3HAK (3HAK OOCITYKMBAaHMS), KOJ

(bOpMBI TOKYMEHTA.

47.

PexBu3uT HauMMEHOBaHME OopraHu3aliivd, HAWMMCHOBAHHC CTPYKTYPHOI'O

nmoapasacJICHuA, HAMMCHOBAHHUC JOJIKHOCTH JIMIIA.

48.
49.
50.
51.
52.

PekBu3UT cripaBOYHBIEC JaHHBIE 00 OpraHU3alUU.

PexBHU3UT HaMMEHOBaHKE BUJA JOKYMEHTA.

PexBHU3UT naTa nOKyMeHTa.

PexBU3UT perucTpalimoOHHbIA HOMEP TOKYMEHTA.

PexBU3UT CChUIKA Ha PETHCTPALMOHHBIA HOMEP MU JATy MOCTYHHUBILIETO

JIOKYMEHTA.

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

PexBU3UT MeCTO cocTaByieHUSs (M3/1aHMs) TOKYMEHTA.
PexBu3ut rpud orpaHUueHUs JOCTYIA K JOKYMEHTY.
PexBusut axpecar.

PexBu3ut rpud yTBEepKACHUS JOKYMEHTA.

PexBU3UT 3ar0JIOBOK K TEKCTY.

PeKBU3UT TEKCT JOKYMEHTA.

PeKBU3UT OTMETKA O MIPUIIOKEHHH.

PexBu3ut rpud cormacoBaHusi JOKyYMEHTA.
PexBusur Bu3a.

PexBU3UT OANNCEH.

PexBu3uT oT™MeTKa 00 3JIEKTPOHHOM TTOITHCH.
PexBU3UT meyars.

PexBHu3uT 0TMETKa 00 HCIIOJIHHUTEIIC.

PexBu3UT OTMETKA O 3aBEPEHUU KOMUMU.

PexBu3UT OTMETKA O MOCTYIUICHUU JOKYMEHTA.



68. PEeKBU3UT pe30JIrO1us.
69. PekBU3UT OTMETKA O KOHTPOJIE.
70. PeKBU3UT OTMETKA O HAIIPaBJIECHUU JOKYMEHTA B JEJIO.



