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1. HACHHOPT ®OHJJA OHEHOYHbIX CPEACTB

1.1. ObsacTb NpUMEeHEHU s

®onx oueHounsix cpeacts (POC) — HeoTheMiieMass YacTh paboueit
MIPOrpaMMbl TUCUMIUTUHBI «/[OKyMEHTOOOOPOT B OpraHu3aluu» U MpeaHa3HaAYeH sl
KOHTPOJII W OLIEHKM OOpa30BaTeIbHBIX JOCTH)KEHUU CTYIEHTOB, OCBOMBIIMX
MPOrpamMmy JUCHUTIINHBIL.

1.2. Ilenu u 3aga4u (pOH/Ia OLICHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHSI MOATOTOBKM OOYyYarOIIErocs
tpeboBanusam PI'OC BO OakanaBpuar no HampaieHUio noarotoBku 49.03.01
dusnueckas KylabTypa, YTBEPKJACHHBIM NMPUKa30M MUHHUCTEPCTBA HAYKU U BBICIIIETO
obpazoBanus Poccuiickoit ®@enepanuu ot 19.09.2017 No 940 (c m3MEHEHUAMH U
nononHeHusiMu) Pemakmus ¢ m3MmeHeHmsMu  Ne 1456 ot 26.11.2020 wu
[IpodeccuonanbHBIMKM  CTaHAAPTaMH, YTBEepKIeHHbIM [Ipukazom MuHUCTEpCTBA
Tpyla | coluanbHOM 3ammThl Poccubickoit ®Denepanun «O0 yTBEpKICHUU
npodeccuonanbHoro crangapra «llemaror (memaroruueckasi nesTeabHOCTh B cepe
JIOIIKOJIBHOTO, HayaJlbHOTO O0OIEero, OCHOBHOIO OOIIEro, CpexHero oOIIero
oOpazoBanus) (BocnuTareb, yuuteib)»» oT 18.10.2013 Ne 5441 (c u3BMEHEHUAMH U
JOTIOJTHEHUSIMU ), YTBEpkJAeHHBIM [Iprkazom MuHucTepcTBa TpyAa M COIMATBHOM
3amuThl  Poccmiickoii  ®enepammu  «O0  yTBepkaAeHUU  MPOdeCCHOHATBHOTO
cragaapra «CrenuasucT Mo MHCTPYKTOPCKOM M METOAuYecKkoi paboTe B obiactu
buzudeckor KyabTypsl 1 ciopTa»» oT 21.04.2022 r. Ne 237H.

1.3. Ilepeyenbr koMmeTeHUHH, (GopMHUPYeMBIX B Mpolecce OCBOCHUS
OCHOBHOI 00pa30BaTe/IbHOI MPOrPaMMBbI

[Ipouiecc ocBoeHUsT AMCIMIUIMHBI HAMpaBlieH HAa (OPMHUPOBAHUE CIIEIYIOUIUX
KOMIIETEHIIUN U UHIUKATOPOB UX JOCTHXKECHUS:

Kox mo ®I'0OC BO | Nuankarop 10CTHKEHUs

YHuBepcaabHbIe

YK-4. YK-4.1.

Crniocoben OCYILIECTBIISITh JIeNOBYIO | 3HaeT JUTEPATypPHYIO bopmy

KOMMYHHKAITUIO B rOCY/IapCTBEHHOTO $3bIKa, OCHOBBI YCTHOH U

YCTHOH U NHUCbMEHHOW  ¢dopMax  Ha | TUCbMEHHOW KOMMYHUKAIIMM Ha MHOCTPAHHOM

rOCyIapCTBEHHOM $I3bIKE A3bIKe, (PYHKUHMOHANbHBIE CTHIA POJHOTO

Poccuiickoit denepanuun 1 MHOCTPAHHOM(BIX) | SI3bIKA, TPEOOBAHMS K JIETIOBON KOMMYHHUKAIUH.

s3bIKe(ax)

1.4. Dranbl popMuUpOBaHUS KOMIETEHIMA M CPeICTBA OLEHNBAHHSA
YPOBHSA UX C)OPMHUPOBAHHOCTH

KoHTpo/IbHO-0LICHOYHBIE

Jransl popmupoBanusa komnereHuui | Komnerenuun
cpeacTsa / cnocod OLeHMBAHUS

Tema 1. Teoperuko-npaBoBele u | YK-4 BeicTymuieHre Ha IpPaKTUYECKHUX
HOPMAaTUBHBIE OCHOBBI 3aHATUAX, YCTHBIN OIIPOC
JOKYMEHTAL[HOHHOTO obecrnieueHHs

yIIpaBJICHUS




Tema 2. Crangaprtuzauus nporecca | YK-4 BoicTynnenne Ha NpPaKTUYECKUX

JOKYMEHTHUPOBAHUS 3aHATUSX, YCTHBIN OMPOC

Tema 3. Cucrema opraausanuonHo- | YK-4 BoicTynnenne Ha NpPaKTUYECKUX
pacnopsaUTENbHON JOKyMEHTalluu 3aHATUSX, YCTHBIN OMPOC

Tema 4. JlenoBoe nucbMo kak ocHoBHOU | YK-4 BricTymuieHre Ha IPaKTUYECKHX
BHUJI IEPETIUCKU 3aHATHUSX, YCTHBIN OMPOC

Tema S. Opranuzanus | YK-4 BricTymuieHre Ha IPaKTHUYECKHX
JOKyMEHTOOOOpoTa  00pa3oBaTeNbHOU 3aHATHUAX, YCTHBIN OMPOC
OpraHu3anuu

Texkyumas arrecrauus YVK-4 Kontposbhas padota
IIpomMe:xxyTouHasi aTTecTanus VK-4 3auer

1.5. Onucanue nokasareJieii GopMHUpPOBAHMSA KOMIIETCHIUMH

Koa komMnereHnumn

Pe3ynbTaThl c(hOpMUPOBAHHOCTH

YK-4

3Haer:

- OCHOBBI JIETIOBOTO  OOILEHHUS, CHOCOOCTBYIOIINE Pa3BUTHIO
oOrIel KyabTYphl H COTMATH3AINN 00IIECTBa,

- OCHOBHBIC TIOHSATHS ¥ TEPMHHOJIOTHIO Ha PYCCKOM |
WHOCTPAHHOM S3bIKax B OOJacTH (U3WYECKON KyIbTYpHl H CIOPTA,
oOpazoBaHusi, cdepsl  NpodhecCHOHATHPHOW  JEATEIBHOCTH B
COOTBETCTBUU ¢ HampasieHHOCThIO OITOIT;

- IpaBUJia CIIOBOOOpPA30BaHUS JIGKCUYECKUX €AMHMUII, MpaBUia UX
COUETAaEMOCTU M MpaBWJIa YHNOTpPeOJEHUSI B PYCCKOM M HWHOCTPAHHOM
A3BIKAX;

- IpaBWJia  BOCIPOU3BEAEHUS  M3y4aeMoro marepuana B
KaTeropusx OCHOBHBIX JUJAKTUYECKUX €AMHHUIIAX MHOCTPAHHOTO SI3bIKa
B KOHTEKCTE U3y4aeMbIX TEM;

- o0pa3oBaHUME  OCHOBHBIX  TIpPaMMAaTUYECKUX  KOHCTPYKIUI
MHOCTPAHHOTO S3bIKa;

- HOPMAaTUBHBIE KJIUIIIE MHOCTPAHHOTO SI3bIKa, HEOOXOAUMBbIE IS
NUCbMEHHOW peud  MpoecCHOHATBHOTO  XapakKTepa, OCHOBHBIC
SI3BIKOBBIE (DOPMBI M peueBble (POPMYIBI, CIOyKalllue Al BhIpaKEHUs
OTpEJeNICHHbIX  BHUJIOB  HAaMEpPEHWH, OLIGHOK, OTHOIICHUH B
npodeccuoHabHOU chepe;

- BCE OCHOBHBIE BU/JIbI YTCHHUS;

- OCHOBHBIE TEPMHHBI U MOHATHS B 00JACTH MPOTAraHbl U CBA3U
¢ 00IIECTBEHHOCTHIO B cdepe hru3nueckoi KyabTyphl U CIIOPTA.

YMeeT: Ha pyCCKOM U MHOCTPAHHOM SI3bIKE:

- BBIp@XKaTh  pa3jMuHble  KOMMYHUKATHBHbIE  HaMEpEHUS
(3ampoc/coo0iienne uHpopMaIm);

- MPaBWJIBHO U apTyMEHTHPOBAHO CHOPMYIHPOBATH CBOIO MBICTH
B YCTHOU M MHUCBMEHHOU (popme;

- MOJIb30BAThCS SI3BIKOBOM M KOHTEKCTYadbHOM JOTaiKoil s
PaCKpBITHS 3HAYCHHsI HE3HAKOMBIX CJIOB;

- BeCcTH Oeceny, lleJeHANpaBiIeHHO OOMEHUBAThCs MHpopMarueit
po(heccCHOHATBFHOTO XapaKTepa Mo ONpeeIeHHOHN TeMe;

- noJIyyaTh oOIIiee MpeACcTaBIeHUE O TPOYUTAHHOM TEKCTE;

- OTIPEICNIATh U BBIIEISTH OCHOBHYIO HH(GOPMAIIHIO TEKCTA;

- 000011aTh M3JI0KEHHBIE B TEKCTE (HaKThl, JENaTh BHIBOJBI IO
MIPOYUTAHHOMY TEKCTY;




- OTIPENIENATh BXKHOCTh (LIEHHOCTh) HH(OPMAIHH;

- u3naratb B (¢opme pedepara, aHHOTUPOBATb, a TaKXKe
MEPEeBOAUTh TMPO(ECCHOHANBHO 3HAYUMBIE TEKCTHI C HHOCTPAHHOTO
S3bIKa HA PYCCKHUM U C PyCCKOTO SI3bIKa HA MHOCTPAHHBIN S3BIK;

- OTIMCHIBATh U OOBSCHATH OCOOCHHOCTH OCYILIECTBICHHSI JIEIOBOM
KOMMYHHKAIlUd B YCTHOM ¥ THCbMEHHOW (opmax B obmactu
npornaraljasl W CBsi3ed C OOIMIECTBEHHOCTHIO B cdepe (PU3NUIECKOM
KYJIBTYPBI U CIIOPTA.

Bnaneer:
- HaBbIKaMU I[eJIOBOfI KOMMYHHUKAllMK, HAaBbIKaMW BJIAJACHUA
dbopmamu podeccuoHaTBLHOM peun, po(hecCUOHATEHOM

TEPMUHOJIOTHEHN TIPU MPOBEICHUHN YIEOHO-TPEHUPOBOYHBIX 3aHATUN T10
0a30BBIM BHUJIaM CHIOPTa U IO U30paHHOMY BH]y CIIOPTA;

- HaBBIKAMHU TYOIMYHOM peyd (MOHOJOTUYECKOE BBICKA3bIBAHUE
1o npodeccuoHaIbHON TeMaTHKe: COOOIIEHUE, TOKIAA, TUATOTHIECKOE
BBICKa3bIBAHUE, TUCKYCCHS);

- HaBBIKAMHU apTyMEHTUPOBAHHOTO H3JIOKEHHUSI CBOMX MBICIICH B
MUCbMEHHOW  (opme I TMOATOTOBKH TE3MCOB, pedeparoB u
MUCHbMEHHOTO KOHCIIEKTA;

- HaBBIKAMH  IMMyOJIMYHOW peud HAa  HMHOCTPAHHOM  SI3bIKE
(MOHOJIOTHYECKOE BBICKa3bIBAHHE o 0011e0BITOBOM "
npodeCCHOHANBHOM TEMaTUKe: COOOIIeHne, TOKIad, IHATOTHYECKOE
BBICKa3bIBaHUE, TUCKYCCHS);

- HaBbIKaMU PYKOBOJICTBA pPa0OTOMN CIIOPTUBHOIO aKTUBA;

- HaBbIKAMU OpPraHHU3al[UH JEATEIbHOCTH BOJIOHTEPOB B 00JIACTH
(bu3nueckoi KyabTyphl U CIIOPTA;

- HaBbIKAMU MYOJIMYHOM 3alllUTHl PE3yJbTaTOB COOCTBEHHBIX
HAYYHBIX HCCJICJOBAaHMIA.

1.6. Kpurepum oOuneHHBAHHUSI KOMIIETEHUMH HA Ppa3HbIX 3Tamax MX
¢dopmupoBanus

KoanuecTBo
Bup y4yeOHoii padoThI 0as10B
(01010 300

Brinosinenue u 3amura npakTHYecKux padboT 40 45
KonTtponsHas padorta 15 10
KoHnTposas camocTosTensHOM paboThl 20 20
VYcTHbIM 3aueT 25 25
Bcero 100

HakonureabHas cucrema oueHuBanug no 100-0aaapHoM HmiKaJie

YeT1oipexdasiibHasn Cucrema
100-6anabHas | BykBeHHas mIKaJjia, coorBeTcTBY0mAasi 100-
cHCTEMA OLlEHUBAHUSA . OLeHUBAHUSA
IKaJjJa 0a/NTBHOI 1mIKaTe
JK3aMeHa 3ayeTa
OtnaHO 90-100 A — OTIIMYHO — TEOPETUYECKOE COAEPKAHNE

Kypca OCBOEHO TIOJTHOCTBIO, 0e3 Ipo0ertos;
HEeoOXOMMBbIe MPAKTHYECKNE HABBIKU pabOTHI
C OCBOCHHBIM MaTEepHAIOM C(OPMHUPOBAHBI; 3aureHo
BCE MPETYCMOTPEHHbIE IPOrPaMMOH
00y4eHHs y4eOHbIC 3aJaHusI BBITOTHEHEI,
Ka4eCTBO X BBITIOIHEHHMS OLIEHEHO YHCIIOM




0ayuIoB, OM3KIM K MAKCUMAJIEHOMY

Xopomio

83-89

B — oueHs xopoIo — TeopeTHIecKoe
coJiepKaHHe Kypca OCBOCHO TIOIHOCTBIO, 6e3
npo0esioB; HEOOXOAUMBIC MPAKTHICCKHE
HaBBIKU pabOTHI C OCBOCHHBIM MAaTEPHAIOM B
OCHOBHOM c(hOPMHPOBAHbI; BCE
NpeIyCMOTPEHHBIE IPOrPaMMOi 00yUeHHS
y4ueOHbIC 3a]JaHHS BBITIOJTHEHBI, KAYECTBO
BBITIOJTHEHHS OONBIIIMHCTBA M3 HUX OLCHEHO
YHCIIOM 0aJI0B, OJIM3KUM K MAKCHMAJIEHOMY

Xopomio

75-82

C — XOpOIII0 — TEOPETUUESCKOE CONCPIKAHUE
Kypca OCBOEHO TOJTHOCTBIO; HEKOTOPBIE
MPaKTHYECKUE HABBIKU pabOThI C OCBOSHHBIM
MaTepuanoM ChOpMHUPOBAHBI HEOCTATOYHO;
BCE MPETYCMOTPEHHbIE IPOrPaMMOii
0o0y4eHHsT yuecOHBIC 3aJaHUs BHIMOITHCHBI,
Ka4eCTBO BBIMOJHEHHUSI HU OJJHOTO U3 HHUX HE
OIIEHEHO MHHUMAJIbHBIM YHCJIOM 0alioB,
HEKOTOPbIE BH/IBI 3aIaHHUH BBIIOIHEHBI C
OIMOKaMHU

VY 10BJIETBOPUTEIILHO

63-74

D — ynoBneTBOpUTENBHO — TEOPETHIECKOE
coJiepaKaHNe Kypca OCBOEHO YaCTUYHO, HO
npoOesbl He HOCAT CYIECTBEHHOTO
XapakTepa; Heo0XOJUMbIe IPAKTUYECKUE
HaBBbIKH pa60T1)1 C OCBOCHHBIM MaT€puajioM B
OCHOBHOM c()OpMHPOBAHBI; OOJIBIIMHCTBO
MPeyCMOTPEHHBIX MTPOrpaMMoi 00yIeHUsI
y4eOHBIX 3a1aHU BBITIOTHEHO, HEKOTOPHIC 3
BBITIONTHEHHBIX 3aJJaHHUI COAEPKAT OIIMOKN

YV 10BJIETBOPUTEIILHO

50-62

E — mocpencTBeHHO — TeOpeTHUECKOE
COZIEpIKaHUE Kypca OCBOCHO YaCTHUYHO;
HEKOTOpbIE MPAKTUYECKIE HABBIKK PabOTHI HE
c(OopMHUPOBAHBI, MHOTHE MTPEAYCM OTPEHHBIC
yueOHOM IporpaMMoil 00y4eHus yaeOHble
3aJlaHMs HE BBIIOJIHEHEI JTHO0 Ka4eCTBO
BBINIOJTHEHHBIX HEKOTOPBIX M3 HUX OLIEHEHO
YHCIOM 0aJUIOB, ONM3KUM K MUHUMAJIBHOMY

HeynosnerBopurensHo

21-49

FX — HEeyOBIETBOPUTENHHO — TEOPETHIECKOE
COZIepKaHUE Kypca OCBOCHO YaCTUYHO;
HEO0OXOANMBIE IPAKTHYECKHE HaBBIKU PaOOTHI
C OCBOCHHBIM MaTepHaIoM He
copMUPOBaHEL; GOIBLIINHCTBO
MPEAyCMOTPEHHBIX YadeOHOH MporpaMmmoi
o0y4eHns yaeOHBIX 3aIJaHUI HE BHITIOITHEHO
00 KaueCcTBO MX BBIIIOJIHEHHUS OLICHEHO
YHUCIOM 0aJUIOB, ONM3KUM K MUHIMAJIEHOMY;
TIPH JIOTIOTHUTENBHO CAMOCTOSATEIHbHON
pabote Hajx MaTepuaoM Kypca BO3SMOKHO
TIOBBIIIEHNE KaueCTBA BBITIOHEHHUS yIEOHBIX
3aJaHuI

HeynosnerBopurenbsHo

0-20

F — HEeyOBIIETBOPHUTEIBHO — TEOPETUIECKOE
CoJ/Iep>kaHue Kypca He OCBOCHO;
HEOOXOTMMBIE MPAKTHYECKIE HABBIKH PaOOTHI
He chOPMHUPOBAHEL; BCE BHIIOJIHCHHbIC
yueOHBIE 3a/ITaHus COAEPIKaT TPYObIe OIHOK;
JOTIOJIHUTEIIBbHAS CAMOCTOsITeNIbHas paboTa
HaJl MaTeprajoM Kypca He TIPUBEIET K
KaKOMY-JIN0O 3HAYMMOMY TTOBBIIIICHHIO

KadyCCTBa BBINTOJITHCHU A y‘leﬁHHX BaﬂaHI/Iﬁ

He 3aureno

2. KOHTPOJIBHO-OHEHOYHBIE CPEACTBA




2.1. OueHo4YHBbIE CPeACTBA TEKYNIET0 KOHTPOJIsl (THIIOBBIE)

Bonpocsl 1iis yecTHOro onpoca:

1. Jlaiite onpeneneHue NOHATUS «IOKYMEHT.

2. Packpoiite nonstue «JIOY». HazoBute npodeccruoHanbHble TEPMUHBI U
ornpejeneHus B 00JacTH 1eT0NPOU3BOJICTBA.

3. HazoBure u packpoiite pyHKIIMU JOKYMEHTOB.

4, Kakue OCHOBHBIE 3aKOHBI B 00JIaCTH OpraHU3aIlMU JIEJIONPOU3BOJICTBA BbI
3Haete? HazoBuTe cojepkaHue TMakeTa OO0S3aTENbHBIX 3aKOHOAATENBHBIX U
HOpPMAaTUBHBIX TOKYMEHTOB B obsactu JIOY.

5. HazoBute mpaBwia  yTBEpKACHUS  JOKYMEHTOB. TpeOoBaHus U
odopmIIeHHE.

6. Kakue pekBU3UTHI SBIAIOTCS «HOPUIAMYECKH 3HaAYMMbIMU»? [lpaBuia ux
oopmieHus. YTo BKIIOYAET B CeOsl MOHATHE «IIPAaBOBasi OXpaHa JIOKYMEHTOBY?

7. TlpuBenure mpuMepsl JOKYMEHTOB, KOTOPBIE MOJICKAT YTBEPKICHUIO U Ha
KOTOPBIX CTaBUTCS NeyaTh. Kak 0opMIISIIOTCS] IEPEUYHH TaKUX JOKYMEHTOB?

8. HazoBuTe 3akoH, B COOTBETCTBHH C KOTOPHIM O(GOPMIISIIOT PEKBHU3UTHI
nokyMeHToB cucteMbl OP/]. JlaTa BBeeHUE U YTO OH ycTaHaBiauBaeT. HazoBurte Bce
PEKBU3UTHL.

9. HazoBute pekBu3UTHI 00I1Iero OnaHka U OjaHka aisa nuchMma. IlpaBuna
opopminenusi. Kakue Buapl OnaHkoB Bbl 3Haere? B ueM ocoOeHHOCTH OJaHka
TOJKHOCTHOTO Juna’?

10. CornacoBanue u Bu3upoBaHue. HazoBurte BUIIBI U CPOKU COTJIACOBAHUS, U
BU3UPOBAHUE JOKYMEHTOB.

11. PacckaxkuTe O medaTsX M IITaMIlax OpEeANnpUATHl W opraHuzauuii. Ha
KakMX JOKyMeHTax cTaBaTcs meudats? Kakue TpeOoBaHUsS MPEABSBISIIOT K
UCIIOJIb30BaHUIO TepOOBOil meuaTu?

12. Packpolite coaepkaHue TIOHSATUS «ympaBicHue». Ha3zoBHTE CHCTEMBI
NOKYMEHTOB YympaBieHus. Packpoiite nonsarue «OPJl». Kakuwe rpynmbel ¥ BUIBI
TOKyMEeHTOB BxoasT B OP[?

13. Pacckaxute 00 OCOOCHHOCTSAX AJIEKTPOHHOTO JTOKYMEHTA, AJIEKTPOHHOMN
MEPENUCKU U TPEOOBAHUAX, IPEABABISAEMBIX K HEM.

14. B yem ocobeHHOCTH OnaHka jis muchkMa? HazoBuTe peKBU3HUTHI OJaHKA
JUTSI IAChbMAa M PEKBU3UTHI CITY>)KEOHOTO MUCHMA.

15. Yto pernaMeHTHpPYET TUNOBAasi MHCTPYKILMS O Aesionpou3BoacTBy? Jlaite
XapaKkTEPUCTUKY OPraHU3aMOHHBIM JOKYMEHTAM U HA30BUTE UX BUJBI.

16. HazoBute BuAbl WHGOPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB, JaiTe
XapakTEePUCTUKY KakaA0My BUy. [IpuBeanuTe n3BecTHBIE BaM BUAbI PETUCTPALIAH.

17. Jlaiite = XapakTEepUCTUKY YYPEIUTEIbHBIM JOKYMEHTaM U  yCTaBYy
npeanpusitusa. Kakue Buabl ycTaBoB Bbl 3HaeTE?

18. Jlaiite = xapakTepucTuky nokyMeHTy «llomoxeHue» ©  Ha30BUTE
CTPYKTYPHBIE YAaCTH TEKCTA JOKYMEHTA U €TI0 COJCPKAHUS.

19. JlatiTe xapakTepucTHUKy nTOKyMeHTY « HCTpyKuwms». [IpuBeaute mpumepsl.
JloJbKHOCTHAS MHCTPYKIUS, CTpyKTypa Tekcta. Odopmienue. O3HaKOMIICHHE.



20. [lItatHoe  pacniucanue (OCOOEHHOCTH  COCTaBiCHUS, O(OPMIIECHUS.
TpeboBaHue K UCMOIB30BAHUIO YHUDUIIMPOBAHHBIX (POPM.

21. IlpaBuiia BHYTpeHHETO TPYJA0BOro pacnopsaka u Ilonoxxenue o nepconasie.

22. JlaiiTe XapaKTEepUCTUKY PAaCIOPAIUTENbHBIM TOKYMEHTaM.

23. HazoBuTe BUJIbI pacOPSIAUTENbHBIX TOKYMEHTOB U OCOOEHHOCTH KaX 10T 0.
HazoBute CTpyKTypHBIE 4YacTH TEKCTa  PACHOPSIUTENBHBIX  JOKYMEHTOB,
odopmiieHHE TTPeaMOyJIIbl U pacCTOPSIUTEIBHOM YaCTH.

24. B yeM ocoOeHHOCTU CaykeOHbIX mucem? HazoBuTe BUABI CIY>KEOHBIX
nuceM. Kakue TpeOoBaHus MPEABSBISIIOTCS K TEKCTY CIYKEOHBIX TUceM?

25. HazoBuTe mpaBuia oQopMJIeHUS  pEKBH3UTa  «aapecaT». Buasbl
aJpecoBaHUs.

26. UTo BXOAUT B MOHATHE «IIPOBEJICHUE IKCIIEPTU3bI IEHHOCTH TOKYMEHTa»?

27. PackpoiiTe TOHSATHS «IOKYMEHTOOOOPOT», «IJOKYMEHTONMOTOKW». Jlaiite
XapaKTePUCTUKY KaXKIOMY BHIY JIOKYMEHTONOTOKA, YKaXUT€ HMX OCOOEHHOCTH.
Kakum oOpaszom omnpenensiercst JOKyMEHTOOOOPOT MPEaNPUSATHS ?

28. Homenknarypa nen. 3nauenue. CocraBieHue. Bupl HOMEHKIATYPHI.

29. IlogrotoBka JOOKYMEHTOB K cjJadye B BEJAOMCTBEHHbIM apxuB. Craaua
JIOKYMEHTOB B apXuB opranuzanuud. ONUCH JTOKYMEHTOB, HAXOJSLIUXCS B Jele.
dopma u comepxkaHue akta 00 YHUUTOKEHUH TOKYMEHTOB U JEll.

30. Kakue moxkymeHTHl He mojasiexaT perucrpanuu? Kak u 3auem Benercs y4yeT
TaKUX TMOCTYIUICHU?

31. Pacckaxkxute 0 BHJAX BXOISIINX, MUCXOISIIUX BHYTPEHHUX TOKyMEHTaX.
HokymentoB. [lpuBenute ¢opMbl KypHaiabHOW peructpauuu. Pacckaxurte o
peructpanuu ¢ nomouipto PKK 1 aBToMatu3npoBaHHOM.

32. Uto BKIIOYaeT B ceOs MOHATHE «(POPMHUPOBAHUSA» U «ODOPMIICHUS» JCi?
Hazosute npuszHaku oopMieHust 00JI0XKKH JIe]I.

33. Cpoku xpaHeHHUs] TOKYMEHTOB B 3aBHCHMOCTH MX 3HauMMocTH. HazoBure
HOPMATUBHBIN JOKYMEHT, 110 KOTOPOMY OIPEACISIIOT CPOKU XPAHECHHUS.

34. Yto BKJIIOYAET B ceOs MOHATHE «IIOATOTOBKAa JOKYMEHTOB K apXHBHOMY
xpaHeHuto»? OyHKIUY, 33/1a4d U OTBETCTBEHHOCTH DK.

TecTsl 1151 NPOBeAeHUSI KOHTPOJIbHOH padoThI:

1. IlpaBuiabHAas MOCJIEA0BATEJIbHOCTh HANMUCAHUA 3JIEMEHTOB IMOYTOBOIO
ajjpeca Ha MOYTOBBIX OTNPABJICHUAX:

a) MOYTOBBII UHIEKC;

0) HaMMEHOBaHHE a/Ipecara;

B) HOMEp KBapTHUPBHI;

') HA3BaHUE HACEJICHHOTO MYHKTA;

1) Ha3BaHuE 00J1acTH, Kpasi, peciyOJIuKH;

€) cTpaHa;

) HOMeEp JI0Ma;

3) Ha3BaHUE YIIUIIBI.



2. YHu(puuupoBaHHas CHCTEMA JOKYMEHTALUHN — 3TO:

a) cucTemMa JOKYMEHTAIlMW, CO3/JaHHas MO €AWHBIM MpaBWiaM U TPeOOBaHUSIM,
cojepkaias nHpopMainio, HeoOXOAUMYIO JJIsl YIPAaBJICHUS B ONpeieNieHHON cdepe
NEATEIbHOCTH;

0) ynupuuupoBaHHble  (OpPMBI  TOKYMEHTOB, CHCTEMATU3UPOBAHHBIE  TIO
GyHKIMSAM yIIpaBiIeHUS;

B) COBOKYITHOCTh JJOKYMEHTOB, YCTAaHOBJICHHBIX B COOTBETCTBHU C pPElIa€MbIMU
JIOKyMEHTaMH;

I') COBOKYITHOCTh JIOKYMEHTOB, CBsI3aHHasi €IMHOOOpa3HBIMU IpaBUJIaMU
odopmIIeHHUS.

3. BO3MOKHOCTH HCHOJIB30BAHUSA (PaKCMMUIIe KAK COOCTBEHHOW MOANMUCH
perjiaMeHTHPYeTCs:

a) TPAXKIAHCKUM KojiekcoMm PD;

0) mpaBUJIaMu AEJNONPOU3BOACTBA B (hellepaibHbIX OpPraHax HCHOJHUTEIbHOM
BJIACTH;

B) 'OCT P 7.0.97-2025.

4. Kakomy Buay 0JIaHKOB COOTBETCTBYET JAHHbIH HA0OpP PeKBU3UTOB?

a) l'ocynapcrBennsiii  repd  Poccuiickoit  ®enpepauuu, repd cyObekra
Poccuiickoit  ®denepannu, -sSMOIeMa opraHu3allud, TOBAapHBIM 3HAK (3HAK
oOcCy>KMBaHMs ), 1aTa, HOMEP, MECTO COCTABIICHUS WM U3AaHUS;

0) OJTaHK MUCHMa;

B) 0Ommii OIaHK;

r) OJJaHK KOHKPETHOTO BUJIa JOKYMEHTA.

5. IlopsiioK HANMMCAHUSA MOYTOBOI0 A{Peca YCTAHOBJICH:

a) B [IpaBunax aenonpousBOACTBa B (hellepaIbHBIX OpPraHaX HCIOTHUTEIbHOU
BJIACTH;

6)B I'OCT P 7.0.97-2025;

B) B [IpaBuiax okazaHusi yCayr O4YTOBOM CBSI3H.

6. PekBM3UT «BM32» MOKeT BKJIKYaTh:

a) TOJDKHOCTh BU3HUPYIOUIETO, €ro TMOANHUCH, PACHIMPPOBKY (MHULIUATBI U
dbamuns) 1 1ary;

0) moamnuce, pacuupposky (. U. O.), nary;

B) JIOJXKHOCTb, OJIIKCH 1ATY;

T') IOJDKHOCTB, OANUCH, pacmudpoBky noamucu (. U. O.).

7. 'epOoBasi ne4yaTh NPOCTABJIAETCA HA MMCHbMAX:

a) pEKJIaMHBIX;

0) HaIIOMWHAHUSAX;

B) MPUTJIAIICHUSX;

') TapaHTUMHBIX;

1) ”HPOPMAITMOHHBIX.

8. TekcrT [A0KYMEHTOB COCTABJIAKT HAa TOCYIapPpCTBEHHOM  SI3bIKe
Poccuiickoii @ejepanuud HWJIH HA TOCYAAPCTBEHHBIX S3bIKaX CY0beKTOB
Poccuiickoit ®enepanuu B COOTBETCTBHUH C:

a) MpaBWJia JIeJIONPOU3BOJCTBA B (pefepalbHbIX OpraHax HWCIOIHUTEIbHON
BJIACTH;



0) 3akoHonatenbcTBOM Poccuiickoit @enepaunn U cyobekToB Poccuiickoi
denepaunu;

B) 'CHOYVY;

') TUIIOBOM MHCTPYKIMEH MO JEeTONPOU3BOICTRY.

9. leabio cTAaHAAPTU3ALNH JOKYMEHTOB SIBJISIETCS:

a) IOPUAMYECKOE 3aKpeTIeHHE Pe3yIbTaTOB YHHU(PHUKAIIUN TOKYMEHTOB;

0) pa3paboTka HOMEHKIIATYPY JIETT;

B) CUCTEMAaTHU3alHs JOKyMEHTOB B OPTaHU3AIINH;

r) o0ecreyeHre COXpaHHOCTH JOKYMEHTOB;

1) 3a1uTa KOHPUICHINATHHOCTH HH(pOpMAITIH.

10. VYkaxkure BapHMAaHT OTBETOB, B KOTOPOM NPAaBHJIBHO Ha3BAHBI
PEeKBHM3HMTHI 0JIAaHKA MUCHbMA:

a) (repb, »omMOnema), KOJ OpraHu3alliy, HAUMEHOBaHMS  OpraHU3aIlNH,
CIpaBOYHBIC JaHHbIE OO0 OpraHm3aluu, KoJa (OpPMBI JOKYMEHTa, MECTO s
NPOCTABICHUST JaThl JOKYMEHTa, MECTO I MPOCTABICHHUS PETHCTPAIIIOHHOTO
HOMepa JIOKyMEHTa, CChIJIKAa Ha HOMEP U JIaTy BXOJSIIET0 TOKyMEHTA;

0) (repb, amOiiema), HaMMEHOBAHUS OpTraHU3AIMH, KOJ OpTraHW3allUH, JaTa
JTOKYMEHTA, MECTO JUISI IIPOCTABIICHHSI PETUCTPAITMOHHOTO HOMEpa TOKYMEHTa, MECTO
M3JIaHMsI IOKyMEHTa, CChUIKA Ha HOMEP U JaTy BXOJSIIETO JOKYMEHTA,

B) (rep0, »MOiema), HAaUMEHOBaHUS OpraHM3alliyd, HAMMEHOBAHHUS BHJIA
JOKYMEHTa, J1aTa JOKYMEHTOB, KOJ (pOpMBI TOKYMEHTa, MECTO JUIsl IPOCTABIICHUS
PETUCTPALlMOHHOIO HOMEpa [OKYMEHTa, CIIpaBOYHbIE JaHHblE 00 OpraHu3alui,
CCBUIKA Ha HOMEP U JaTy BXOJSIIEro JOKYMEHTa;

r) (rep6, smOiema), HaMMEHOBAHMS OpraHU3allUM, CIPABOYHBIE JAHHbBIE OO0
opranuzanuu, koj opranuzanuu OI'PH, Mecto ans npocraBieHust AaThl JOKYMEHTA,
MECTO JJIsl POCTABJICHUS PETUCTPALIMOHHOTO HOMEpA JIOKYMEHTA, CChUIKa Ha HOMEP
U J1aTy BXOJSIETO TOKYMEHTa, MECTO JJIsl 3ar0JIOBKa K TEKCTY.

11. K opranu3zaumoHHBbIM JOKYMEHTAM OTHOCSTCS:
a) MPOTOKOJI,
0) ycTas;

B) HHCTPYKIIHUS;
r) TIOCTaHOBJICHHE;
N) TOJOXKEHHUE.
12. K pekBU3MTAM NPUKA32 OTHOCATCH:
a) aapecar;
0) HaMMEHOBaHHWE OPTaHU3AIUU;
B) HaWMEHOBaHUE BUJA JOKYMEHTA;
I) 3aroJIoBOK K TEKCTY, TEKCT;
n) Tpud yTBEPKICHUS;
€) TMOJIMUCE.
13. AKTBI CO31a10TCH:
a)  KOJUIETHAJIbHO;
0) Ha OnaHkax;
B) Ha COBCIaHUU,
I)  BBIIECTOSIEH OpraHu3aluei.



14. HopMaTMBHBIN aKT, HM3JaBaeMbIii JAUPEKTOPOM 00pa30BaTe1bLHOMN
OPraHM3aluN WIH YYPeKIeHUus, 3TO:
a) IpuUKasz;
0) TMOJIOXKEHHUE;
B) PpaclopsiKeHHE;
I) pelIeHHue.

15. Bo Bpemsi MPOU3BOACTBEHHOI'0 COBCIIAHHUA Y AMPEKTOpPa CEeKpeTapb
3alMCbIBAJI BBICTYIUICHUSI U NPUHATHE pemieHus. Kakoil goxkymeHT ciaenyer
0(pOpPMHUTH 10 UTOTAM 3aceaHus?

a) [Ipotokon;

0) pelieHue;

B) pacnopsiKEHHUE;

I') IPOTOKOJI, PEIIEHUE U PACTIOPSIKEHUE;

1) IO YCMOTPEHUIO HAYaJIbCTBA.

16. PexBHU3uTAMM BHEIIHEH CIIPABKH SBJIACTCH:

a) revarh;

0) OIHCH;

B) HAUMEHOBAHUE BUA IOKYMEHTA;

) ajgpecar;

1) HAUMEHOBAHUE OpraHu3allli;

€) cChUIKA Ha JAaTy PErucTpallMOHHBIN HOMED.

17. ®akc oTan4yaeTcs 0T NUCbMA 10 0QPOPMIICHUIO T€M, YTO:

a) SIBJISIeTCA HE MOJIMHHUKOM, a KONMEW TOKYMEHTa;

0) COAEPKUT Psi/T TOTIOTHUTENBHBIX PEKBU3UTOB;

B) reyaTaeTcs Ha Tenedakce;

') HE MOXET OBITh 3aBEPEH MEYaThIO.

18. Boigesnre M3 KaAKHX pPa3gesioB COCTOMT TEKCT NMPHKAa3a MO0 OCHOBHOM
NesITeJIbHOCTH:

a) KOHCTaTUPYIOIIMI U PacTiOpsIUTECIbHBIN;

0) KOHCTATUPYIOUTUN U MTOCTAHOBIISIOTUI;

B) KOHCTaTUPYIOLIUI U Mpejiaratoniui;

I') OCHOBHOM M KOHCTaTUPYIOUIUH.

19. Bbigeaunte, B KaKOM H3 BHAOB [OKYMEHTOB He INPOCTABJISIIOTCS
PEKBHM3MT HAUMEHOBAHHS BHU/A JOKYMEHTA.

a) 3asBJICHUE;

0) ciry>xe0HOE TTMCHEMO;

B) JIOKJIaJ{Hasl 3aMMCKa;

I') JOJKHOCTHAsI UHCTPYKIIUS.

20. Pacnpegesure ykKa3aHHbIe HH)Ke [OKYMEHTbI Ha 3 TrpPYIIbL:
a) OpraHu3aluoOHHbIe, 0) pacnopsiANTeIbHbIC, B) HHGOPMAIHOHHO-CIIPABOYHbIE.

1. Pestome.

2. JIoOmKHOCTHASE HHCTPYKITHA.

3. Pacniopsokenue nupekropa.

4. CBojka.

5. [locTaHoBEHUE KOJUIETHH.



6. UHCTpyKIUs 1O 1€T0NPOU3BOCTBY.

/. CnpaBka ¢ MecTa pabOThI.

8. [Ipukas o npueme Ha paboTy.

9. llITaTHOE pacnucaHue.

10. TpynoBoii gorosop.

11. TlpurnamieHue Ha BHICTaBKY.

12. PernameHr.

21. KoMmuccussi mo paccieOBAaHUI) MO0XKapa, MNPoOU30IIeaIero B
00pa30BaTeJIbHOM YUpPeKAeHUHU, YCTAHOBHJIHU PSAJ (PAKTOB, KOTOPbIE MOCTYKUJIN
NPUYUHON Mmokapa. Kakoil JOKyMeHT J0/15KHA COCTABUTH KOMHMCCHA?

a) AKT;

0) cripaBKy;

B) JOKJIQIHYIO 3aITUCKY;

') FHCTPYKIHUIO O IPOTHUBOIOXKAPHON 0€30MacCHOCTH.

22.  JIOKyMeHT, aIPeCOBAHHBIA  PYKOBOJMTEJ/IIO OpPraHu3aluM,
colep:KamMii  00CTOATENIbCTBEHHOE M3JI0JKEHHE KaKoro-jiméo Bompoca ¢
BbIBOJIAMHM U NMPeEAJI0KEeHUSIMU COCTABJIEHUS, HA3bIBAETCS:

a) aKT;

0) mpeicTaBICHUE;

B) IOKJIa/IHAsl 3aIMCKa;

) IpeJI0KEeHUE.

23. laToii cayxe0HOro nuchbMa siBJIsIeTCs AaTa:

a) COCTaBJICHHUS;

0) OTIIpaBIICHHUS;

B) ITOJIMUCAHUS,

T') OJTy4YEHHUSI.

24. Cnucok NMpUCYTCTBYKOIIMX HA 3aceJaHUH OpopmiisieTcsl OTAEeJNbHO U
NpWIaraeTcsi K NpOTOKOJIy, €CJIM TAKOBBIX:

a) 6bonee 15;

0) 6onee 10;

B) Oouee 25.

25. Odopmiienne 00J10KKH Jea JIA  IOCJeAYIONero XpaHeHHs
onpeaessieTcs:

a) CTaHAAPTOM;

0) MHCTPYKLUEH 10 AETONPOU3BOICTBY;

B) pacmopsi>KEHUEM PYKOBOJIUTEIIS.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA MPOXOAUT B jTamna:

a) YeThIpE;

6) Tpu;

B) JIBA.

27. Homenkiartypa e (padoumii 3K3eMIJIAP) MOMEIIAKT Ha:

a) CToJIe, TIO/I CTEKIIOM;

0) nBepiie mkada c TOKyMEHTaMu;

B) BHYTPEHHEN CTOPOHE JIBEPIIbl IKa(a ¢ JOKYyMEHTAMH.




28. Bce amcThl fAe1a nmpH NMOATOTOBKE HMX K Iepeaadye B apxXuB
HYMEpPYITCH:

a) YepHBIM I'PaQUTHBIM KapaHJalIoOM;

0) YepHBIMU YEPHUIIAMU;

B) KPACHBIM KapaHIaIIOM.

29. Bxoasilue JOKYMEHTbI PeruCTPUPYIOTCS:

a) MocJie 03HAKOMIJIEHHS C HUMH PYKOBOJMTES;

0) B IepBOI MOJIOBUHE JHS MOJYyYEHHUS;

B) 10 O3HAKOMJICHHSI C HUMH PYKOBOJMTEIIS.

30. Kaxnas oOpazoBaTeibHAasi OPraHu3anus 003aHa UMETh:

a) CBOJJHYI0 HOMEHKJIATypYy;

0) MHIUBUYAJIbHYIO HOMEHKIIATYPY;

B) TUIIOBYIO HOMEHKJIATYpY.

31. 3a ckOIbKO AHeill A0 HMCIOJHEHUS NMPOBOAAT MNpeAyIpeauTebHbII
KOHTPOJIb?

a) 1Ba;

0) ouH;

B) TpH.

32. Pa3nenuTesiiMHU B CIIPABOYHOM KapPTOTEKe CIYXKAT:

a) Ha3BaHUs CTPYKTYPHBIX MOIpa3/IeTICHUM;

0) HanpaBJIEHUS 1E€ATEIbHOCTU NPEAIPUATHUS;

B) IHU HEZEIIN, MECALA.

33. Ha ucxoasinmieM JOKyMeHTe PEeKBU3HUT «1aTa» CTABUTCSH:

a) COCTaBUTEJIEM JIOKYMEHTA,;

0) IpH perucTpaLny;

B) [1OCJIE MMOJIIUCAHUS PYKOBOJUTEIIEM.

34. Ecau B feje coaepKaTcsl JOKYMEHThI Pa3JIMYHONH LEHHOCTH, TO CPOK
XPaHEHHS YCTAHABJIMBACTCS:

a) OOJBIIIHIA;

0) MEHBIITHUI;

B) CpPEIIHHIA.

3anaHus N/ CAaMOCTOATEIbHOI padoThI

3aganue 1. OdopmMuTh BCE OTMETKH, KOTOpBHIE CTaBAT Ha JIOKYMEHTE B
cootBerctBu ¢ ['OCT P 7.0.97-2025. VYkaxute MeECTOPACIOIOKEHUS ATHX
PEKBH3UTOB Ha OiaHke popmarta A4.

3aganue 2. M300pa3ute cxeMaTn4ecKu KiIacCU(UKAINIO JOKYMEHTOB.

3aganue 3. Beimmummurte Ha nuct dopmata A4 Bce mpaBuia 0GOpMIICHUS
TEKCTa JOKYMEHTA: WHTEpBaibl, mpupThl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2025.

3ananme 4. CoctaButh M OG(OPMUTH [OKJIAJAHYIO 3aMUCKY O HApyUICHUU
TPYIOBOM JUCHUIUIUHBI PAOOTHUKOM. Bce peKBU3UTHI U 3JIEMEHTHI TEKCTAa I00aBUTH
caMocTosiTeIbHO. Hamucath OOBACHUTENBHYIO 3alMCKy OT HMEHU pabOoTHUKA,
HapyLINUTEIs TPYAOBOM AUCIUTIIIUHEI.

3ananue 5. Hanucars 0OTBETHOE MUCHMO-0J1ar0/IapHOCTD Ha MO3/IpaBJICHUE.



2.2. OueHOYHBIE CpeCTBa /sl IPOMEKYTOYHOM aTTecTALMH (3a4eT)

Bonipochl 1715 IpOBe/IeHUsI 3a4eTa:

1. IToHsiTHE «TOKYMEHT» U €r0 (DYHKIIHIH.

2. Knaccudukanus 10KyMeHTOB.

3. CymHoCTh M OCHOBHO€ HA3HAYEHHE JOKYMEHTAIIMOHHOIO o0ecreueHus
JeSTebHOCTH TIe/1arora.

4. CucteMbl TOKyMEHTAIIUH.

5. 3akoHO/aTeNbHAST U HOPMAaTUBHO-METOAMYECKas 0a3a JOKYMEHTAIIHOHHOTO
oOecrieueHus yrnpaBieHUsI.

6. ®opMyIsip TOKyMEHTa.

7. CocTaB pEKBH3UTOB JOKYMEHTOB.

8. TpebGoBanus k 0HOPMIICHUIO PEKBU3UTOB TOKYMEHTOB.

9. TpeGoBaHus K OJaHKaM JIOKYMEHTOB.

10. Cuctema qoKymMeHTalMu B 00pa3oBaTeIbHON OpraHU3allvy.

11. OpranuzanuoHabie JoKyMeHThl cucteMbl OPJl. O0mias xapakTepucTuka u
Ha3HAYCHHE JOKYMEHTOB.

12. PacniopsimutenbHbie JoKyMeHTBI cucteMbl OPJl. OO0miast XxapakTepucTUKa
Ha3HAYCHHE JOKYMEHTOB.

13. ndopmannonHo-cipaBoyHbie  JOoKyMeHThl cuctemMbl OPJ[.  OOmas
XapaKTepUCTHKa U Ha3HAYCHHE IOKYMEHTOB.

14. JlenoBoe MUCHMO KaK OCHOBHOM BHUJ| IEPETIHCKHU.

15. bnanku g nucem. @opmysisip 1€7I0BOrO MUChMA.

16. OcobGenHocTr 0PUIHATBHO-AEIOBOIO CTUJISI COCTABJICHUS TEKCTA JEJI0BOTO
UChMa.

17. Bunbl  cinyKeOHBIX  IHCEM, COCTABJIAIOIINE OCHOBY  JI€JIOBOM
KOPPECIIOHICHIIHH.

18. DnexTpoHHas nepenucka. DIEKTPOHHBIN TOKYMEHT.

19. Opraauzanus JOKyMeHTO000pOTa 00pa30BaTEIHHON OpraHUu3aIiy.

20. ®opmbl  opraHuzanuu pabOTBl C JOKyMEHTaMH. J{oKymMeHTOOOOpOT.
JIOKyMEHTOTIOTOKH.

21. Tlopsimox 0OpabOTKH BXOASIINX JOKYMEHTOB. Perucrparius J0KyMEeHTOB.

22. Tlopsimok 00pabOTKM UCXOASIINX JOKYMEHTOB.

23. Tlopsimox paOoTh ¢ BHYTPEHHUMH JTOKYMEHTAMHU.

24. HomeHknatypa ned.

25. ®dopmupoBaHue, oopmiieHuUeE, XpaHEHHEe  Jel B TEKYIIEM
JeIOTPON3BO/ICTBE.

26. Yaudukamnus 10KyMEHTOB.

27. CrangapTu3aius JOKyMEHTOB.

28. Hymeparyss MHOTOCTPaHUYHOTO TOKYMEHTA.

29. HpudTeI, KETIU U TOJS, TPUMEHSIEMBIC TIPHU 0POPMIICHUU JOKYMEHTOB.

30. Pe3tome, aBroOnorpadusi, XxapakTepucTUKa: MOHATHE, HA3HAYCHHUE, COCTAB
PEKBU3UTOB.

31. 3asiBneHMe: MOHATHE, HA3HAUYEHUE, COCTAB PEKBU3UTOB.



32. Cnyxxe0Hasl 3amucKa: MOHSATUE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

33. O0ObscHUTENbHAS 3alUCKa: TOHSATHE, Ha3HAYEHUE, COCTAB PEKBU3UTOB.

34. JloxnajaHas 3anvcka: MOHsTHE, Ha3HAYEHUE, COCTaB PEKBU3UTOB.

35. CrpaBka: OHsITHE, Ha3HAYEHUE, COCTAB PEKBU3UTOB.

36. AKT, IpOTOKOJI: TIOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

37. Ilpukas, pacriopspKeHUE: TOHATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

38. Ilpuka3s 1mo TMYHOMY COCTaBY: MOHATHE, HA3HAYCHUE, COCTAB PEKBU3UTOB.

39. YcraB, nojioxkeHue: MOHATHE, HA3HAUYEHHUE, COCTaB PEKBU3UTOB.

40. JlomKHOCTHAS MHCTPYKITUS : TIOHATHE, HA3HAUYCHUE, COCTaB PEKBU3UTOB.

41. MucTpyKIust 1O  JCJONPOU3BOJCTBY: TIOHATHE, HAa3HAYCHHE, COCTaB
PEKBH3UTOB.

42. IlpaBuia: MOHATHE, HA3HAYCHHUE, COCTaB PEKBU3HTOB.

43. KoJIEeKTUBHBIN TOTOBOP: TOHITHE, HA3HAYCHHUE, COCTAB PEKBU3UTOB.

44, OcoOEHHOCTH COCTaBJICHUS TEKCTa MPOTOKOJIA.

45. OcoOCHHOCTH COCTaBIICHUS TEKCTA MPUKa3a.

46. PexBusuthl repO, sMOneMa, TOBAapHBIM 3HAK (3HAK OOCIY)XUBaHUs), KOJ
(GOpMBI TOKYMEHTA.

47. PeKBU3UT HAaWMCHOBAaHHWE OpraHW3AIMHM, HAWUMCHOBAHHUE CTPYKTYPHOIO
noJipa3/iejICHUs, HAMMEHOBAHHUE JIOJDKHOCTH JIMIIA.

48. PexBU3UT CIIpaBOYHbBIC JAaHHBIE 00 OpraHU3aINH.

49. PexBU3UT HAMMEHOBAaHKE BUA JOKYMEHTA.

50. PexBU3UT nata JOKyMEHTA.

51. PexBU3UT perucTpaIimoHHbIi HOMEP TOKYMEHTA.

52. PeKBU3UT CChUIKA HAa PETHCTPAIIMOHHBIA HOMEpP M AaTy MOCTYIMBIIETO
JIOKyMEHTA.

53. PexBu3UT MecTO cocTaBiieHUS (M3/IaHKS) JOKYMEHTA.

54. PexBu3ut rpud orpaHMYCHUS JOCTYIA K JOKYMEHTY.

95. PekBu3uT aapecar.

56. PexBu3ut rpud yTBEepKACHUS TOKYMEHTA.

57. PEKBU3UT 3aroiOBOK K TEKCTY.

58. PexBH3UT TEKCT JOKYMEHTA.

59. PexBH3UT OTMETKA O MPHUIIOKCHUHU.

60. PexBu3ut rpu¢ coriacoBanus JOKyMEHTA.

61. PexBu3uT Bu3a.

62. PekBU3UT NOAMNNCE.

63. PexBu3ut oTMeTKa 00 3JIEKTPOHHON TOTHCH.

64. PekBU3UT MeYaTh.

65. PexBU3UT 0TMETKA 00 MCHOJIHUTEIIE.

66. PekBU3UT OTMETKA O 3aBEPEHUU KOTHUH.

67. PeKBU3UT OTMETKA O IMOCTYIUICHUN JOKYMEHTA.

68. PexBU3UT pe30ITIOITHSI.

69. PexBU3UT OTMETKA O KOHTPOJIE.

70. PekBU3UT OTMETKA O HANPABJICHUU JOKYMEHTA B JICJIO.



