MUHHUCTEPCTBO IMPOCBENEHUS
POCCHUMCKOMN ®EJEPALIUHA

®EJEPAJILHOE
I'OCYJIAPCTBEHHOE BIO/UKETHOE
OBPA30BATEJILHOE VUPEJK/IEHHE BBICIIETO OBPA30BAHMS
«IYTAHCKHI1 TOCYIAPCTBEHHBIN ITEJATOT'MYECKHIT YHUBEPCHUTET»
(®T'BOY BO WII'TIY»)

HHCTHTYT HCTOPHH, MEZKIYHAPOAHBIX OTHOIIEHHH 1 COl
Kadenpa nokymenroBeaenus u ApXHBOBEJCHMS .

INpunoxenue k paboueil nporpamMme y4e6HOM JUCIUILTHHEL

®OH/I OIEHOYHbBIX CPEACTB
AJisi MPOBEACHHS! TEKYIIero KOHTPOJIs H NPOMEKYTOYHOMH aTTecTaluH
o0y4aroumuxcsi o ANCUHILIHHE

HokymenToobopor o6pazoBaTe/bHOI OPraHu3alHu

Ilo nanpasaenuio noaroroskn 44.03.05 Ilenarormueckoe obpaszosanue (¢ AByMs
npoGUIAMH NOATOTOBKH)

Ipoduar noarorosku Mcropus. ObuecrsosHanne

Ksanndukanus Beinyckauka — 6axanasp

®opma o0yueHust — 09Has, 3209Has

Kype — O®O -2 kypc (4 cemectp), 300 — 2 xype (5, 6 TpEMECTpPEI)

PaspaboTunk

KaHJI. IIe/l. HayK, IOLEHT Kadeapsl
JIOKYMEHTOBEICHHUS U apXUBOBEICHHS
VYnsuyenko 10.B.

3aBenyrouuii kadeapoii

JIOKYMSHTOBEJICHHUS ¥ apXUBOBE/ICHHS
- Vnsyenxo 10.B.
IIpoToxon

OT (A3 » phtsdiptop 2025T. N 2O

Jlyranck, 2025



1. MACHHOPT ®OHJAA OINEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHHA

®onpx  ouneHouHbix cpenacts (POC) — HeorhemiieMas YacThb paboyeit
IpOrpaMMbl JUCHUILTUHBL «J{OKyMEHTOO00pOT 00pa3oBaTeNbHON OpTraHU3alUN» H
npeaHa3Ha4YeH JJIi KOHTPOJS M OICHKH 00pa30BaTENbHBIX TOCTHXKEHUMN CTYJEHTOB,
OCBOMBIIHX IPOrpaMMy JTUCUUILIIUHBI.

1.2. Hesaun u 3an0a4u (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKU OOYYarOIIETOCS
tpeboBanusim  OPI'OC BO — OakanaBpuaT MO HAaMNpaBlIEHUIO MOJATOTOBKHU
44.03.05 [lemarorudyeckoe oOpazoBaHue (¢ JAByMs MNpOPWISIMA TMOJATOTOBKH),
YTBEPKAEHHOTO MpUKa3oM MuHucTepcTBa o0pa3oBaHus M Hayku Poccuiickoit
®enepaunu ot 22 gespanst 2018 r. Ne 125 (c u3M. W JAOM., BCTYIl. B CHIY C
01 centsa06ps 2021 r.) (3apeructpupoBan MuHHUCTEpCTBOM rocTulMU Poccuiickoit
Oeneparun - 15 mapra 2018 1.,  peructpanmmonueii  Homep  50358) wu
[Ipodeccunonanbuoro cranaapra «llemgaror (negarorunueckas, 1eATeIbHOCTh B cepe
JOIIKOJIBHOTO, HAYaJlbHOTO OOIIero, OOIIero, cpeaHero ooOImero oOpa3oBaHMS)
(BocnTaTeNb, YYUTENb)», yTBepkaE€HHOro Ilpukazom MuHHCTEepcTBa Tpylaa u
COLIMATIbHOMN 3aIIUTHI Poccniickon denepanun «O0 YTBEPKIACHUN
npodeccruonanbHoro ctanaapta» ot 18 oktssopst 2013 r. Ne 544H.

1.3. Ilepeyenbr kKommeTeHuMi, GopMHpPYyeMBIX B Mpouecce OCBOCHUS
OCHOBHOI1 00pa30BaTeIbHOI MPOrpaMMBblI

[Iporiecc ocBoeHUsT AUCIUIUIMHBI HANpaBJIeH Ha (OPMHUPOBAHUE CIIEAYOIINX
KOMIETEHIUA U UHIUKATOPOB UX JIOCTUKEHHUSI:

Koa no ®I'oC BO ‘ NHaukaTop A0CTHKEHHUS

YHUBEpCAIbHbBIE

YK-4 YK-4.1

Cnocoben OCYILIECTBIIATh nenoByto | OCylecTBiIA€T — JEJIOBYKHD  KOMMYHMKAIUIO

KOMMYHHMKAI[Ml0 B YCTHOM UM TIMCbMEHHOM | BYCTHOM W  NHCbMEHHOH  (Qopmax Ha

dopmMax  Ha  TOCYyIapCTBEHHOM  SI3bIKE | TOCY/IapCTBEHHOM A3BIKE Poccuiickoit

Poccuiickoit ®enepaunu n nHoctpaHHOM(bIX) | Penepanuu

s3bIKe(ax)

1.4. Dranbl ¢GopmMupoBaHMSI KOMIETEHUMH M CpPeACTBA OLECHUBAHUA
YPOBHS X ¢()OPMUPOBAHHOCTH

N KoHTpOJIbHO-0LIEHOYHBbIE

Jransbl popmupoBaHus KomnereHund | Kommnerenuumn

cpeacTBa / cnocod OneHUBAHUSA
Tema 1. Teoperuko-npaBoeie u | YK-4 BeicTymieHHE Ha IPAKTUYECKUX
HOpMaTHBHBIE OCHOBBI 3aHSATUSX, YCTHBINA OMPOC
JIOKYMEHTallHOHHOT'O o0ecrieueHHs
yIpaBJeHUs
Tema 2. Crangaptuzanus npornecca | YK-4 BeicTymuieHMe Ha IPAKTUYECKUX
JIOKYMEHTHPOBAHHUSI 3aHSATHUSIX, YCTHBINA OMPOC
Tema 3. Cucrema opranuzanuosso- | YK-4 BeicTymieHME Ha IPAKTUYECKUX
pacnopsiANTEIbHON JOKYMEHTAIlUU 3aHSTHUSIX, YCTHBINA OMpPOC




Tema 4. JlenoBoe nucbmMo kak ocHoBHOU | YK-4 BeicTymuieHMe Ha IPAKTUYECKUX
BUJI IEPETTUCKU 3aHATHSIX, YCTHBIM onpoc

Tema 5. Opranuzanus | YK-4 BeicTymuieHMe Ha IPaKTUYECKHUX
JNOKyMeHTooOopoTa  00pa3oBaTesIbHON 3aHATHUSAX, YCTHBIHN onpoc
OpraHu3aluu

Texkymias arrecranus YK-4 KontposbHas padota
IIpomeskyTouHAsI aTTeCTALMS YK-4 3auer

1.5. Onucanue nokazareseil GopMupoBaHus KOMIETEHIUH

Kox komnerennun Pe3ysabTarhl ¢GOPMHUPOBAHHOCTH

YK-4 3Haer: OpraHu3aIuio JIOKyMEHTO000pOTa o0pa3oBaTeNnbHOMI
OpraHu3alliy; CBOMCTBA, (YHKIMU M MPHU3HAKH JOKYMEHTa; CIIOCOOBI U
cpeacrtBa OOKYMCHTHPOBAHUSA, KJIaCCI/I(bI/IKaHI/IIO BUJOB OOKYMCHTOB,
CTPYKTYPY JOKYMEHTOB U HOPMATHUBHBIC TPEOOBAHUS K UX COCTABJICHUIO
1 0(hOpMIICHHIO.

YMeer: cocTaBisATh U OPOPMIISTH JOKYMEHTHI, ()YHKIIMOHHPYIOIIHUE B
JIOKYMEHTOO00pOTE 00pa30BaTEIbHON OPTaHU3AlUH, B COOTBETCTBUH C
YCTaHOBJICHHBIMH  TpEOOBaHUSMH, B TOM  4YHCJE  HUCIOJbB3Ys
MH(OPMaLIOHHBIE TEXHOJIOTUH.

Brnaneer HaBbIKamu: COCTaBJICHHS W O(DOPMIICHHUS DPA3JIUYHBIX BHUJIOB
JOKYMCHTOB TpadullMOHHBIM cnocoboM u B 9JICKTPOHHOM BHJAC,
HaBBIKAMU JICJIOBBIX KOMMYHHUKAIIMI B YCTHOW W MUCbMEHHOU (hopMe Ha
PYCCKOM SI3bIKE.

1.6. Kpurepuu ouneHUBaHHSI KOMIIETEHUMH HAa Pa3HbIX IJTanax HX
(popmupoBanus

KoumuectBo
Bun yuedHoii paGoTbl 0aJi10B
(01010 300

BrinonHenue u 3amura npakTHUECKuX padoT 40 45
KonrtponsHas pabora 15 15
KoHTpoiib caMmocTosTENhHOM paboThI 20 20
VYcTHBIN 3aueT 25 20
Bcero 100

HakonureabHasa cucreMa oneHuBanus no 100-0a/JiLbHOH IKAJIE

Yerbipexoa/uibHas Cucrema
100-6ambHas | BykBenHasi mkasa, coorBercrByromas 100-
cHCTEMA OLlEHMBAHMSA OlICHUBAHUS

mKaJjaa 0aJJILHOI 1IKaJIe
IK3aME¢Ha 3a4yera

OTnuaHO 90-100 A — OTIMYHO — TEOPETUUECKOE COJICPIKAHNE
Kypca OCBOEHO TIOJTHOCThIO, 0€3 TIPOOEIoB;
HEO0XOIMMBIE MPaKTHUECKHUE HABBIKH PaOOTHI
C OCBOCHHBIM MaTepHaJIOM C(hOpMHUPOBAHBI;
BCE IIPEAYCMOTPEHHbIE POTPaMMO
00y4eHHs y4eOHbIe 3a1aHHs BBITIOJIHEHBI,
Ka4eCTBO MX BBINOJHEHHS OLIEHEHO YNCIIOM
0aJuIoB, OJIM3KUM K MAKCHMAaJIbHOMY

3aureHo

Xoporo 83-89 B — oueHb X0poOLIO — TEOPETUUECKOE
coJIep’KaHue Kypca OCBOCHO MOJIHOCTbIO, 0e3




po0OesIoB; HEOOXOIUMBIC TPAKTHYCCKIE
HABBIKH Pa0OTHI C OCBOCHHBIM MAaTEPHUAJIOM B
OCHOBHOM C(hOpMHUPOBaAHEI; BCE
MIPEyCMOTPECHHBIC IIPOTPaMMON 00yUYCHHUS
y4eOHBIC 3aJJaHUs BBIITOJHECHEI, KAYECTBO
BBINOJIHEHUS OOJBIIMHCTBA U3 HUX OLIEHEHO
YUCJIOM 0aJUIOB, OJM3KMM K MAKCUMAJIBHOMY

Xopomio

75-82

C — XOpOILIO — TEOPETHIECKOE CONleCPIKaHUEe
Kypca OCBOEHO IOJHOCTEI0; HEKOTOPHIE
MPaKTUYECKHE HABBIKU Pa0OTHI C OCBOCHHBIM
MartepHantoM c(hOpPMHUPOBAHBI HENOCTATOYHO;
BCE IIPEIyCMOTPEHHBIE IPOrPaMMOii
o0yueHnst yueOHBIE 3aJaHUS BHITIOTHEHBI,
Ka4eCTBO BBIIIOJIHEHUS HU OJTHOTO M3 HUX HE
OLICHEHO MUHHMAJIEHBIM YHCIIOM 0asuIoB,
HEKOTOPbIE BUJIbI 33/IaHUH BBITIOJIHEHBI C
ouMOKaMu

VY 10BIIETBOPUTEIBLHO

63-74

D — y10BIETBOPUTENBEHO — TEOPETUIECKOE
cojiep;KaHue Kypca OCBOGHO YaCTUYHO, HO
po0Oenbl He HOCAT CYIECTBEHHOTO
XapakxTepa; He0OXOJMMBbIE IPAKTHIECKHE
HaBBIKH PA0OTHI ¢ OCBOSHHBIM MAaTEPHAIOM B
OCHOBHOM c(h)OPMHPOBAHBI; OOIBITHHCTBO
IIPEAYyCMOTPEHHBIX MPOTPaMMOi 00yUeHUS
Y4eOHBIX 3aaHUH BBITIOIHEHO, HEKOTOPBIE 13
BBITTOJTHCHHBIX 3a,uaH1/1171 coacpKat OIINOKHU

YV 10BJIETBOPUTETIBHO

50-62

E — nmocpencTBeHHO — TeOpeTHUECKOE
CoJIepKaHUE Kypca OCBOSHO YaCTHYHO;
HEKOTOpBIE MPAKTUUECKIE HABBIKUA PaOOTHI HE
c(hOpMHUPOBaHbI, MHOTHE TIPETYCMOTPEHHBIC
y4eOHO# mporpaMMoii 00y4eHus yaeOHbIe
3a[laHus HE BBITIOJHEHBI JTHOO Ka4eCTBO
BEITIOJTHEHHBIX HEKOTOPHIX M3 HAX OIICHEHO
YHCIIOM 0aIoB, OJM3KAM K MEHUMAJIEHOMY

HeynosnerBopurenbHo

21-49

FX — Hey10BNETBOPUTEIEHO — TEOPETHIECKOE
coZIep’kKaHne Kypca OCBOCHO YaCTHYHO;
HEOOXOANMBIE MTPAKTHYECKNE HABBIKN PabOTHI
C OCBOCHHBIM MaTE€pHaJIOM HE
c(OPMHUPOBAHBL; OOIBITHHCTBO
HPeAyCMOTPEHHBIX yUueOHOH porpamMmoit
00y4eHurst yueOHbBIX 3aJ]aHHid HE BHIMIOJTHEHO
100 KauyeCcTBO UX BBIIIOIHEHUS OIICHEHO
YHUCIIOM OaJJIOB, OJIM3KUM K MUHUMAaJIbHOMY
TP TOTIOTHUTENFHO CAMOCTOSITETIFHOM
paboTe Ha/l MaTepHajIoM Kypca BO3MOXKHO
TIOBBIIIIEHUE KAUeCTBA BBHIIIOJIHEHNUS yUEOHBIX
3aJaHuN

HeynosnerBopurenbsHo

0-20

F — Hey0BIeTBOPUTEIBHO — TEOPETHIECKOE
CoZIep’KaHUE Kypca HE OCBOEHO;
HEOOXOANMBIE MTPAKTHYECKHE HABBIKU pabOTHI
He c()OPMUPOBAHBI; BCE BHITIOJHEHHBIE
ydeOHbIe 3aJJaHNs COAep)KaT rpyOble OMMOKH;
JOTOJIHUTENbHAsI CAMOCTOsATENbHAS paboTa
HaJI MaTepHaJIoM Kypca He TIPUBENET K
KaKOMY-JIH00 3HaYNMOMY ITOBBIIICHUIO
Ka4yecTBa BBHIIIOJHEHHS YUeOHBIX 3aaHUI

He 3aureno




2. KOHTPOJIBHO-OLIEHOYHBIE CPEJACTBA
2.1. OueHo4HbIE CPEACTBA TEKYUIEr0o KOHTPOJIS (THIIOBbIE)

Bomnpocsl 1Is1 yCTHOTO onpoca:

1. [laiTe onpeneneHue MOHATHS «TOKYMEHTY.

2. Packpoiite nousatue «JOVY». HazoBure npodeccroHanibHble TEPMUHBI U
OIpesieNIeHUs B 00JIaCTU AEIONPOU3BOICTBA.

3. HasoBure u packpoiite pyHKINN JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B 00JIaCTU OpraHU3alMM JEJIONPOU3BOJICTBA Bbl
3Haere? HaszoBure conepkaHue mnakeTa OOS3aTENBHBIX 3aKOHOAATEIbHBIX U
HOPMAaTUBHBIX JTOKyMEHTOB B obsactu JJOVY.

5. HazoBute mpaBuia  yTBEpXKACHUS  JOKYMEHTOB. TpeboBaHus U
odopMIICHHE.

6. Kakue peKBH3UTHI SBISIIOTCA «IOPUAMYECKH 3HaYyuMbIMU»? IlpaBuiia mx
ogopmienus. YTo BKIIIOYAET B c€0sl MOHIATHE «IIPaBOBasi OXpaHa JOKYMEHTOB)?

7. IlpuBenute MpuMeEpbl JOKYMEHTOB, KOTOPBIE MOJIEKAT YTBEPKIACHUIO U HA
KOTOPBIX CTaBUTCS Nedath. Kak opopMIISIOTCS epeyHn TakKuX JOKYMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBUU C KOTOPBIM O(QOPMISIOT PEKBH3UTHI
nokymeHToB cucteMbl OP/I. Jlata BBeleHHE U 4TO OH ycTaHaBiuBaeT. HazoBute Bce
PEKBU3UTHI.

9. HazoBute pekBU3UTHI 00IIero OnaHka W OnaHka A nucbma. [lpaBuna
opopmiienusi. Kakue Buapl OmaHkoB Bbl 3Haere? B uem ocoOeHHOCTh OiaHka
JOJDKHOCTHOTO JIuia’?

10. CornacoBanue u Bu3npoBanue. HazoBuTe BUIBI U CPOKM COIJIACOBAaHUS, U
BU3WPOBAHUE TOKYMEHTOB.

11. Pacckaxkxute 0 medarssx W IITammnax NpeAnpUATAd W opraHuzanud. Ha
KaKUX JIOKyMeHTax cTaBsTcs mnedarb? Kakue TpeOoBaHUS MNPeAbsIBISIOT K
UCII0JIb30BaHUIO repOoBoil mevatu?

12. PackpoiiTe coxmep:kaHWe TOHATUSA «ylpaBieHue». HazoBure cuctemsl
JNOKYMEHTOB yrpaBieHus. Packpoiite nonstue «OP/l». Kakue rpynmbl u BHIBI
JTOKYMEHTOB BxozaT B OP/]?

13. Pacckaxute 00 OCOOEHHOCTSIX 3JIEKTPOHHOIO JOKYMEHTA, 3JIEKTPOHHOMN
NEPENUCKU U TPEOOBAHUSX, IPEAbIBISIEMbIX K HEH.

14. B yem ocobennoctu Onanka miis nuchbma? HazoBute pekBU3WUTHI OJlaHKa
JUISL IMChMA U PEKBU3UTHI CITYKEOHOTO MUChMa.

15. Yto pernameHTHpyET TUIIOBAsI HHCTPYKUHUA IO JEIONPOU3BOACTBY? Jlaiite
XapaKTEepUCTUKY OPraHU3alMOHHBIM JOKYMEHTAM U Ha30BUTE UX BUBI.

16. HazoBute Buabl HHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB, JalTe
XapaKTepUCTUKY KaKJI0My BHUNy. [ [puBennTe n3BecTHbIE BaM BUAbI PETUCTPALUN.

17. JaliTe  XapakTEpUCTHKY YYpPEOUTEIbHBIM JOKYMEHTAM M  YCTaBYy
npeanpusatys. Kakue Bubpl ycTaBoB Bbl 3HaeTE?

18. Jlaiite  xapaktepuctuky Jg0oKymeHTy «llomoxeHnune» ©W  Ha30BUTE
CTPYKTYpPHBIEC YACTH TEKCTA JOKYMEHTA U €r0 COJECPKAHUS.



19. [Jaiite xapaktepucTuky JokyMeHTy «HcTpykums». [IpuBenure nmpumMepsl.
JlompKHOCTHAS MHCTPYKIHS, CTPYKTypa Tekcta. Odopmuenue. O3HakoMIICHHE.

20. [lItatHoe  pacriucanne OcCOOCHHOCTH  COCTaBleHUsA, O(OpMIICHUS.
TpeboBanue K UCIIOJIB30BAHUIO YHUDUITUPOBAHHBIX (HOPM.

21. [IpaBuna BHyTpEHHErO TPyAOBOTO pacnopsaka u [lonoxenue o nepcoHae.

22. JlaliTe XapaKTEpUCTUKY PACHIOPSIAUTEIBHBIM JOKYMEHTAM.

23. HazoBute BUbI paciOPsAIUTEIbHBIX JOKYMEHTOB U OCOOEHHOCTH KaXKJI0TO.
Ha3zoBuTe CTpyKTypHBIE 4YacTH TEKCTAa  pPACHOPAIUTENBHBIX  JIOKYMEHTOB,
odopmiieHrE peaMOyIIbl U PACTIOPSAUTEILHON YaCcTH.

24. B yem ocoOeHHOCTH ciykeOHbIXx TuceM? Ha3zoBuTe BUABI CITyKEOHBIX
nuceM. Kakue TpeGoBaHuUs MPEABSIBISIOTCSA K TEKCTY CIY>KEOHBIX MUceM?

25. HazoBute mpaBwia oQOpMIIEHUS  PEKBU3HTA  «ajpecar». Bumusel
aJpEeCOBaHUs.

26. YTO BXOJUT B MOHATUE KIIPOBEACHUE IKCIIEPTU3BI [IEHHOCTU JOKYMEHTa»?

27. PackpoiiTe MOHSTHS «IOKYMEHTOOOOPOT», «JIOKYMEHTONOTOKW». JlaiiTe
XapaKTEPUCTUKY KaXIOMy BHUAY JOKYMEHTOIIOTOKA, YKaKUTE€ HX OCOOECHHOCTH.
Kakum oOpaszom onpenensiercs 10KyMEHTOO00POT NPEPUITUS?

28. Homenkmnarypa aein. 3Hauenue. CocraBiueHue. Buabl HOMEHKIATYpBI.

29. IloaroToBKa JOKYMEHTOB K cJade B BEJOMCTBEHHBIM apxuB. Cnaga
JOKYMEHTOB B apXWB opraHu3zanuu. Onucu TOKYMEHTOB, HaxOIAIIUXCSA B JIEIE.
®dopma u conepkaHue akta 00 YHUYTOKEHUHN JTOKYMEHTOB U JIE.

30. Kakne noxyMeHTBI He TTouIeKaT peructpanun’? Kak u 3aueM BeneTcs: y4eT
TaKUX MOCTYIUICHH?

31. Pacckaxknure 0 BHIAX BXOAAIIMX, UCXOASIIMX BHYTPEHHUX TOKYMEHTAX.
HoxymenToB. IlpuBenutre Gopmbl KypHalnbHOW peructpanuu. Pacckaxure o
peructpanuu ¢ nomouso PKK n aBromaTtusnpoBanHoi.

32. Yro BKJIIOYAET B ce0sl MOHATHE «POPMUPOBAHUSI» U «OPOPMIICHUS» Hei?
HazoBute npuszHaku opopmiieHus: 00JI0KKHU JEII.

33. Cpoku XpaHEHHUsI JOKYMEHTOB B 3aBUCHUMOCTH WX 3HaunmocTu. HazoBute
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OIPEAEIISIOT CPOKH XPAaHEHHUS.

34. Yto BKIIIOYAET B ce0sl MOHATHE «IIOATOTOBKAa JOKYMEHTOB K apXHUBHOMY
xpaHeHuo»? OyHKIMHU, 3a1a4d U OTBETCTBEHHOCTh JK.

TecTsbl 1J151 NpPOBeIeHUSA KOHTPOJIbHOI padoThI:

1. IpaBWibHasi MOCJ€0BATEJLHOCTh HANMUCAHHUS 3JIEMEHTOB IMOYTOBOIO
ajjpeca HA NMOYTOBBIX OTNPABJIECHUAX:

a) MOYTOBBIN UHJIEKC;

0) HaMMEHOBaHUE ajpecara;

B) HOMEpP KBAapTHUPBHI;

') Ha3BaHWE HACEJICHHOTO MYHKTA;

1) Ha3BaHUE 00J1aCTH, Kpas, peCIyOJINKY;

€) CTpaHa;



) HOMEp JIoMa;

3) HA3BAHHE YJIMIIBL.

2. YHupuuupoBaHHas CHCTEMA JOKYMEHTALMU — ITO:

a) cucTeMa JOKYMEHTAIIMH, CO3/IaHHas M0 €AMHBIM IMpaBUIaM U TPeOOBaHUSIM,
coaepkarias HHGOpMaIMIo, HEOOXOIUMYIO JIJIsl YIPaBICHHS B OINpeeTIeHHON cdepe
JEATEIbHOCTH;

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

B) COBOKYIHOCTh JIOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUM C PEIIAEMbIMU

JIOKYMEHTaMU;
I') COBOKYITHOCTb JIOKYMEHTOB, CBSI3aHHAas €JAMHOOOPa3HBIMH  ITpaBUJIAMH
odopMIICHHUS.
3. Bo3MOKHOCTH HCHOJIb30BaHMS (PaKCMMHUJIE KAaK COOCTBEHHOM MOINMCH
perjiaMeHTHPYeTCs:

a) Tpa)XxJaHCKUM KoJiekcoMm PD;

0) mpaBUJIaMU JIEJIOMPOU3BOACTBA B (peliepanbHBIX OpraHax HCIOJIHUTEIbHOU
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JIAHKOB COOTBETCTBYET JaHHbIN HA00P PEKBU3UTOB?

a) l'ocynapcrBennsiii  repd  Poccuiickoit  ®enepauuun, repd cyObekTa
Poccuiickoit  denepanuu, -smOnema opraHu3alMM, TOBapHBIM 3HAK (3HAK
oOCiTyKMBaHUs), AaTa, HOMEP, MECTO COCTABJICHUS WU U3/IaHNUS;

0) OJ1aHK TTUCHMa;

B) 001IMii ONaHK;

r) OJJaHK KOHKPETHOTO BHJIa JOKyMEHTA.

S. Ilopsinok HAMKUCAHMSA MIOYTOBOIO A/Peca YCTAHOBJICH:

a) B [IpaBmiax nenompous3BOACTBa B (elepalibHBIX OpPraHax HCHOJHUTEIHHOM
BJIACTH,

0)B I'OCT P 7.0.97-2016;

B) B [IpaBmiax okazaHus ycayr mOYTOBOM CBS3H.

6. PexBU3NMT «BU32» MOKET BKJIKOYATh:

a) TOJDKHOCTh BU3HMPYIOUIErO, €ro MNOJANUCH, pacM(PpOBKY (MHULUAIBL U
dbamunusi) u nary;

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

B) JIOJKHOCTB, IIOJITNCH JaTy;

T') TOJHKHOCTD, IOAMHKCH, paciudposky noamnucu (O. U. O.).

7. 'epOoBasi me4yaThb NPOCTABJISAETCS HA MUCHBMAX:

a) peKJIaMHBIX;

0) HaIIOMUHAHUSIX;

B) MPUTJIAIICHUSX;

I') rapaHTUITHBIX;

1) ”HGOPMAIIOHHBIX.

8. Teker [AOKYMEHTOB COCTaBJSIIOT HAa TOCYAAPCTBEHHOM  fI3bIKe
Poccuiickoii ®enepauuu WJIH Ha TOCYAAPCTBEHHBIX H3bIKAX CY0OBEKTOB
Poccuiickoii @egepaunu B COOTBETCTBUM C:



a) MpaBUjia JIENONPOU3BOJICTBA B (heepalibHbIX OpraHax MCIOIHUTEIbHON
BJIACTH;

0) 3akoHomarenscTBOM Poccuiickoit ®enepamun U cyobekToB Poccuiickoii
Oenepannuy;

B) [CHOY;

T') TUTIOBOM MHCTPYKIIMEHN IO IEJIONPOU3BOJICTBY.

9. esibI0 CTAHIAPTU3AIUM TOKYMEHTOB SIBJISIETCS:

a) IOPUJINYECKOE 3aKPEIUICHUE PE3YIbTATOB YHU(DUKAIIUU JOKYMEHTOB;

0) pa3paboTka HOMEHKJIATYPY JIeTT;

B) cCTeMaTH3allks JOKyMEHTOB B OpraHU3alluu;

r) oOecriedeHrne COXPaHHOCTH JJOKYMEHTOB;

1) 3aIUTa KOHQUICHITMATBHOCTH HH(OOPMAIIHH.

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

a) (rep6, »MOneMa), KOJ OpraHu3aluyd, HAUMEHOBAHUS OpTraHU3alluu,
CIIpPaBOYHBIC JaHHBIC OO0 OpraHuU3amuMH, KOA (OPMBI TOKyMEHTa, MECTO I
MPOCTABJICHUS MaThl JOKYMEHTa, MECTO [JIi TPOCTABJICHHUS PETUCTPAIMOHHOTO
HOMEpA IOKyMEHTA, CChIJIKa Ha HOMED U JaTy BXOSIIETO TOKYMEHTA;

0) (repd, 5mOsiemMa), HaMMEHOBAHMS OpraHU3alMU, KOJI OpraHU3alliM, JaTa
JTOKyMEHTA, MECTO JIJISI POCTABJICHUS PETHCTPAIIMOHHOTO HOMEpPA TOKYMEHTa, MECTO
U3JIaHUS TOKYMEHTA, CChIJIKa HA HOMED U J]aTy BXOSIIETO TOKYMEHTA;

B) (rep0, oMOnema), HAMMEHOBAaHUS OpraHU3AIMKM, HAUMEHOBAHUS BHUJA
JIOKyMEHTA, JaTra JOKYMEHTOB, KOJ (POpMBI JTOKYMEHTa, MECTO JUIsl TIPOCTaBIICHUS
PETHCTPAIlMOHHOTO HOMEpa JOKYMEHTa, CIpPaBOYHBIC JaHHBIE 00 OpraHu3aIlui,
CChUIKA Ha HOMEP | JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, sMOiema), HAaMMEHOBAHUS OPTAHMU3AIMHU, CIPABOYHBIE JaHHBIE 00
opranusauuu, koa opranuzaunu OI'PH, mecTo s mpocTaBieHnst 1aThl JOKYMEHTA,
MECTO JIJISl POCTaBJICHUS PETUCTPAIIMOHHOTO HOMEpPA JOKYMEHTA, CChIKa Ha HOMED
U ATy BXOJSIIETO JOKYMEHTa, MECTO JIS 3aT0JIOBKA K TEKCTY.

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

B) MHCTPYKILIUS;
I) T[OCTaHOBJICHUE;
1) TOJOXKECHUE.
12. K pekBM3MTaM NPUKA3a OTHOCATCSH:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3AIINU;
B) HauWMEHOBAHWE BUJA JOKYMECHTA,
I) 3arojioBOK K TEKCTY, TEKCT;
n) rpud yTBEpKICHUS;
€) TIOAIHUCH.
13. AKTBI cO31210TCS:
a) KOJUIETHAJIBHO;
0) Ha OmaHkax;



B) Ha COBCIAHWH;
I)  BBIIECTOAIICH OPTaHU3AIMECH.

14. HopmaTuBHBI aKT, H3AaBaeMblii JMPEKTOPOM 00pa30BaTEJIbHOM
OPraHU3alMU WIH YUPEKIeHUs, ITO:

a) MpuUKas;

0) TIOJIOXKCHHE,

B) PpAacCHOpSIKEHUE;
I) pelieHue.

15. Bo BpemMsi npoM3BOACTBEHHOI0 COBECILAHUS Y IMPEKTOPAa CEKpeTaphb
3aNMCbIBAT BBICTYIUICHUSI M NPUHATHe peumieHusi. Kakoil XOKymeHT cJienyer
0()OpMHUTH 10 UTOI'aM 3aceJaHus?

a) [Iporokou;

0) pelieHue;

B) paclopsHKEeHHUE;

I') IPOTOKOJI, PEIICHUE U PACTIOPSKEHUE;

1) 10 yCMOTPEHHUIO HAYaJIbCTBA.

16. PexBu3uTamMy BHeNIHe# CIIPABKHU SIBJISETCH:

a) Ievarh;

0) IOAINCE;

B) HAMMEHOBAHUE BUJIA JOKYMEHTA;

r) agpecar;

1) HAMMEHOBaHUE OpPraHU3aLlu;

€) CCBUIKA Ha JaTy PErHCTPalMOHHBIA HOMED.

17. ®@axkc oTiim4aercsi OT NUCbMa MO 0(POPMJIEHHIO TEM, YTO:

a) SIBJISIETCS HE MOJJIMHHUKOM, a KOIUEN TOKYMEHTA;

0) COEP>KUT PsiZ JOTIOJIHUTENBHBIX PEKBU3UTOB;

B) meyaraercs Ha Tenedakce;

') HE MOXKET OBITh 3aBEPEH MEUATHIO.

18. BbigesnTe M3 KaKUX pa3lesioB COCTOMT TEKCT NMPHUKA3a 10 OCHOBHOM
eI TeJIbHOCTH:

a) KOHCTaTUPYIOUIMHN U pacTIOPSAUTENIbHbIN;

0) KOHCTATUPYIOIIUMA U TTOCTAHOBJISIIOIIINIA;

B) KOHCTATUPYIOIIUI U TIPEJIararomiuii;

I') OCHOBHOU M KOHCTATUPYIOIIHA.

19. Bbizenure, B KaKOM H3 BHAOB [J0KYMEHTOB He€ IPOCTABJISIOTCS
PEKBU3UT HAUMEHOBAHMS BHU/IA J1OKYMEHTA.

a) 3asBJICHUE;

0) ciy>keOHOE TTUCHMO;

B) JIOKJIa/IHAsI 3aIIUCKA;

I') TOJ>KHOCTHASI MHCTPYKITHSI.

20. Pacnpexgesure yKa3aHHble HHKE JOKYMEHTbI Ha 3 Trpynmbi:
a) opraHu3aluoOHHbIE, 0) pacnopsAAUTeIbHbIC, B) HHPOPMALIMOHHO-CIIPABOYHbIE.

1. Pe3tome.

2. JIOmKHOCTHAs HHCTPYKIIUSL.

3. PacniopsbkeHue TUpeKTopa.



4. CBOJIKa.

5. IlocTaHOBIEHUE KOJUIETHH.

6. MucTpyK1us Mo 1eT0npOU3BOICTRY.

7. CripaBKa ¢ MecTa padOThI.

8. [Ipukas o npueme Ha padoTy.

9. llltaTHOE pacnuca”ue.

10. TpynoBoii 10roBop.

11. ITpurnameHnue Ha BHICTaBKY.

12. PermameHT.

21. Komuccusi mo pacciielOBaHHIO MO0XKapa, TMPOU30OUIEANIEer0o B
00pa3oBaTeIbHOM YUpPeKAeHUH, YCTAHOBUIH Psijl (PAKTOB, KOTOPHIE MOCTYKHIU
NpUYMHON nmoxapa. Kakoi 10KyMeHT J0/IKHA COCTABUTH KOMUCCUA?

a) AKT;

0) cripaBky;

B) JOKJIaJAHYIO 3aIUCKY;

') HHCTPYKLIHIO O IPOTUBOIIOXKAPHON O€3011aCHOCTH.

22.  JIOKYMeHT,  aJpecOBaHHBII  PYKOBOAMTEJI0  OpPraHM3aLUM,
colep:Kamuii  00CTOSATEILCTBEHHOE M3JI0KeHHe KaKoro-jiuéo Bompoca c
BbIBOJAMM U MPeEIJI0KEHUSIMHU COCTABJICHNS, HA3bIBACTCH:

a) aKT;

0) npecTaBICHUE;

B) JIOKJIJ[HAs 3aIHCKa;

T) IPEAJIOKEHHUE.

23. 1aToii cay:keOHOro MUCbMA SABJISIETCS 1aTa:

a) COCTaBJICHUS,

0) oTIIpaBJICHMUS;

B) MOJAMUCAHUS,

T') MOJYYEHHUS.

24. Cnucok NMPUCYTCTBYIOIIMX HA 3acedaHuu odopmuisieTcsi OTAeJIbHO U
NPHJIATAeTCs K MPOTOKOJIY, €CJIM TAKOBbIX:

a) 6onee 15;

0) 6onee 10;

B) OoJiee 25.

25. Odopmiienne o00JI0KKHM Jejia IS MOCJAEAYHIIEro XpaHEHUs
onpeneJsiercs:

a) CTaHAapTOM;

0) MHCTPYKLHEN MO JEIONPOU3BOJICTBY;

B) paclopsKEHUEM PYKOBOIUTEIS.

26. JkcnepTU3a HEHHOCTH I0KYMEHTA NIPOXOAUT B rama:

a) YeThIPE;

0) Tpu;

B) JIBa.

27. HomenkiaaTtypa aeJ (padouuii IK3eMILISIP) MOMEIIAK0T Ha:

a) CTOJIE, IO CTEKIIOM;

0) nBepiie mkada c JTOKyMEHTaMU;




B) BHYTPEHHEN CTOPOHE ABEPILIbI MKada ¢ JOKyMEHTaMHU.

28. Bce uaucThl gesia mpM MOATOTOBKE HMX K Iepeaaye B apXuB
HYMEPYIOTCH:

a) YepHBIM rpaUTHHIM KapaHIaIIoM;

0) YepHBIMH YEPHUIIAMU;

B) KpaCHbIM KapaHIaIloM.

29. Bxoasimue JOKYMEHTBI PeruCTPUPYIOTCH:

a) MOCJIe O3HAKOMJICHHS] C HUMH PYKOBOJMTEIIS;

0) B mepBOi MOJIOBUHE JTHS MTOJTYYCHHUS;

B) /10 O3HAKOMJICHUS] C HUMHU PYKOBOIUTES.

30. Kaxnasi o0pa3oBaTe/ibHAsI OPraHu3anus 00s13aHA UMeTh:

a) CBOJIHYIO0 HOMEHKJIATYpPY;

0) UHIUBHUIYaJIbHYI0 HOMEHKJIATYPY;

B) TUTIOBYIO HOMEHKJIATYPY.

31. 3a CKOJIBKO AHEH A0 MCIOJHEHHS NPOBOAAT NpeaylnpeauTebHbII
KOHTPOJIb?

a) 1Ba;

0) ouH;

B) TPHU.

32. PazgeiuresIAMHU B CIIPABOYHOM KAPTOTEKE CJIYKAT:

a) Ha3BaHUA CTPYKTYPHBIX MOAPa3/ICICHUI;

0) HampaBlIeHUs JEATEIBHOCTU MPEATPUITHS,

B) JIHU HEJIEJIH, MECSIIA.

33. Ha ucxoasimeM JOKYMeEHTe PEKBU3UT «1aTa» CTABUTCSH:

a) COCTaBUTEIIEM IOKYMEHTA;

0) Ipu perucTpalny,

B) MIOCJIE MOJIMTUCAHUS PYKOBOAUTEIIEM.

34. Eciiu B aeJie coaepsKarcs I0KYMEHTbI Pa3JIM4HOM LEHHOCTH, TO CPOK
XpaHeHHsl YCTAHABJIUBAETCSH:

a) OOJbIINI;

0) MEHBIIINI;

B) CpPEIHUM.

3aaHus I CAMOCTOSATEILHON PadoThI

3aganme 1. OdopmuTh BCE OTMETKH, KOTOPHIE CTaBSIT Ha JIOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYkaxure MeCTOPACIOIONKEHUS 3TUX
PEKBHU3UTOB Ha OyaHke popmara A4.

3aganue 2. 300pa3ure cxeMaTHyeCKy KJIACCU(PUKALIUIO JOKYMEHTOB.

3aganme 3. Bemmmmumre Ha nuct dopmara A4 Bce mpaBuia 0hQOpPMIICHHUS
TEKCTa JOKYMEHTa: HMHTepBasibl, mpudthl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2016.

3ananmne 4. CoctaBuTh U O(GOPMHUTH AOKIAIHYIO 3alUCKy O HapyLIEHUU
TPYJIOBOM UCUUILIMHBI paOOTHUKOM. Bce peKBU3UTHI U 3IE€MEHTHI TEKCTA I0OABUTH
camoctoaTrenbHo. HamucaTh OOBSCHUTENBHYIO 3allMUCKy OT HMMEHU paOOTHUKA,
HapYLIUTENS TPYAOBOM AUCIUIUIMHBI.



3aganme S. Hanvcath 0TBETHOE MUCHhMO-0J1ar0JapHOCTh HA MTO3/[PABJICHHE.
2.2. OneHOYHBIE CPeICTBA JJIsl IPOMEKYTOYHOM aTTecTanun (3a4er)

Bomnpocsl aJ1s1 npoBeieHu 3a4eTa:

1. [TonsiTHE «AOKYMEHT» U €r0 (PYHKIIHH.

2. Knaccugukanus J0KyMEHTOB.

3. CylIHOCTh M OCHOBHO€ Ha3HA4YE€HHE JOKYMEHTAI[MOHHOIO OOecredeHus
JEATEIIbHOCTH Meaarora.

4. Cuctembl JOKYMEHTAIIUH.

5. 3akoHo/AaTeNbHAsE U HOPMATUBHO-METOJIMYECKas 0a3a IOKYMEHTAlMOHHOTO
oOecrieueHus: yIpaBJICHHUS.

6. DopmyJIsIp TOKYMEHTA.

7. CocTaB peKBU3NUTOB TOKYMEHTOB.

8. TpeboBanus Kk 0(hOPMIICHUIO PEKBU3UTOB JIOKYMEHTOB.

9. TpeboBaHus K O1aHKaM JOKYMEHTOB.

10. Cuctema noKyMeHTalMy B 00pa30BaTEeIbHOW OpraHU3aliy.

11. Opranuzanuonsbsie JoKyMeHThl cuctembl OPJI. OOmiasi XxapakTepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

12. Pacniopsiautenbabie JOKyMeHThl cucteMbl OP/[. O0mias xapakTepucTika u
Ha3HAYEHUE JOKYMEHTOB.

13. UudopmarmonHo-cripaBouHble  TOKyMeHThl cuctembl OPJl.  OO6mas
XapaKTepUCTUKA U Ha3HAYEHUE JOKYMEHTOB.

14. JIenoBoe MMCchbMO Kak OCHOBHOM BHJ TIEPETIUCKH.

15. bnanku nnsa nucem. @opmyJsip AEIOBOTO MUCHMA.

16. OcobenHocTr OPUITHATBEHO-EIOBOTO CTHUJISL COCTABJICHUS TEKCTa JACIOBOTO
NUChMa.

17. Bugel  cllyXkeOHBIX  THCEM, COCTaBJISIFOIIIME  OCHOBY  JICJIOBOM
KOPPECTIOHEHIUH.

18. DnexTpoHHas nepenucka. JIEKTPOHHBIN TOKYMEHT.

19. Opranuzaiysi 10KyMEHTO000pOTa 00pa30BaTEIbHOM OpraHu3aIuy.

20. ®opmMbl OpraHuMzalMu padboOThl € JIOKyMEHTaMu. JIOKyMEHTOOOOpOT.
JIOKyMEHTOIOTOKH.

21. Iopsaok 00pabOTKH BXOIAIIMX JOKYMEHTOB. Peructpanus JOKyMEHTOB.

22. [lopsimok 06pabOTKU UCXOMAIINX TOKYMEHTOB.

23. Ilopsinok paboThl ¢ BHYTPEHHUMH JOKYMEHTaMHU.

24. HomeHkiatypa Jen.

25. ®opmupoBaHuUeE, odopmIIeHHE, XpaHECHUE hi(Sh) B TEKyLIEM
JEJIONPOU3BOICTBE.

26. YHudukanus J0KyMEHTOB.

27. CrangapTusanys J10OKyMEHTOB.

28. Hymepanuss MHOTOCTPaHUYHOTO TOKYMEHTA.

29. lllpudTel, KErNIK U MOJISL, IPUMEHAEMbIE TTPU O(POPMIIEHUH TOKYMEHTOB.

30. Pe3tome, aBToOuorpadus, XapakTepUCTUKA: TTOHATHE, HA3HAUYCHHUE, COCTAB
PEKBU3UTOB.



31. 3asBIIEHHUE: TOHATHE, HA3HAYEHNE, COCTAB PEKBU3UTOB.

32. CnyxeOHas 3amucKa: MOHsATHE, Ha3HAYEHUE, COCTaB PEKBU3UTOB.

33. OObsAcHUTENbHAS 3aMKUCKa: TIOHSATHE, HAa3HAYEHUE, COCTAB PEKBU3UTOB.

34. JloknajgHas 3anycKa: OHATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

35. CnpaBka: NOHsITUE, Ha3HAYEHUE, COCTAB PEKBU3UTOB.

36. AKT, IPOTOKOJI: IOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

37. Ilpuka3s, pacnopsoKeHUe: NOHSATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

38. [Iprka3 o TMYHOMY COCTaBY: MOHSITUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

39. YcraB, NOJIOKEHUE: IOHATUE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

40. JomKHOCTHAsI MHCTPYKLMS: MTOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

41. UHCTpyKUMS MO JACJIONPOU3BOJACTBY: TMOHITHE, HA3HAYECHHE, COCTaB
PEKBU3UTOB.

42. IIpaBuia: NOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

43. KOJIIEKTUBHBIN JOTOBOP: MOHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

44. OcoOeHHOCTH COCTaBJIEHUS TEKCTA MTPOTOKOIA.

45. OcoOeHHOCTH COCTaBJIEHUS TEKCTA MTPUKa3a.

46. PexBusuthel repd, sMOJieMa, TOBApHBIM 3HAK (3HAK OOCITY>KUBaHUA), KOJ
(bOopMBI JOKYMEHTA.

4’7. PekBU3UT HAMMEHOBAHWE OpraHU3alld, HAWUMEHOBAaHUE CTPYKTYPHOTO
No/Ipa3/ieJieHusl, HAMMEHOBAaHUE JOJKHOCTH JIULA.

48. PeKBU3UT CIpaBOYHBIE JaHHBIE 00 OpraHU3aUu.

49. PexkBU3UT HAMMEHOBAaHUE BU/IA JOKYMEHTA.

50. PexBu3uT 1ata TOKyMEHTA.

51. PEeKBUBHUT perucTpalliOHHbIA HOMEP JOKYMEHTA.

52. PEeKBU3UT CCBUIKA Ha PETUCTPALMOHHBIA HOMEpP M JaTy IOCTYIIHBILETO
JIOKYMEHTA.

53. PeKBU3UT MECTO COCTABJICHUS (M3AaHUs) TOKYMEHTA.

54. PekBU3UT rpud orpaHUYECHHs T0CTYyNa K JOKYMEHTY.

55. PekBusur aapecar.

56. PekBU3UT rpud yTBEpKIEHUS JOKYMEHTA.

57. PEeKBU3HT 3arojOBOK K TEKCTY.

58. PEKBU3HUT TEKCT TOKYMEHTA.

59. PeKBU3UT OTMETKA O PUIIOKEHUHU.

60. PexBu3ut rpud cormacoBaHusi JOKYMEHTA.

61. PexBu3ur Bu3a.

62. PEekBU3HUT NOJMHKCH.

63. PexkBU3HUT OTMETKA 00 SJIEKTPOHHOM MOIHCH.

64. PexBu3UT neyvars.

65. PekBU3HUT OTMETKA 00 UCTIOTHUTEE.

66. PeKBU3UT OTMETKA O 3aBEPEHUU KOTIHH.

67. PeKBU3UT OTMETKA O OCTYIIJIEHUU JOKYMEHTA.

68. PEeKBU3UT pe30JIOLIHSL.

69. PekBU3HUT OTMETKA O KOHTPOJIE.

70. PeKBU3UT OTMETKA O HAINIPABJIEHUH TOKYMEHTA B JIEJIO.



