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1. HACHOPT ®OHJIA OINEHOYHbIX CPEACTB

1.1. ObsacTb NpUMEHeHUs

®oun  onenouHsix cpenacts (GOC) — HeorbemiieMas dacTh paboueit
IpOrpamMMbl TUCHUIUIMHBI «J{0KyMEHTOOOOPOT B OpraHU3alvn» U MpeAHa3HaueH s
KOHTPOJII W OLEHKH O0Opa3oBaTeNbHBIX JOCTH)KEHHH CTYIEHTOB, OCBOMBIIHMX
IporpamMmy JTUCHUTLTAHBIL.

1.2. lenu u 3agaun PoHIA OLIEHOYHBIX CPEICTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKUA OOYYarOIIETOCs
tpeboBanusim PI'OC BO OakanaBpuar mo HampasieHuio noarotoBku 05.03.02
['eorpadusi, yTBEpKIEHHBIM TpHUKA30M MMHHCTEPCTBA HAYKHM H  BBICIIETO
obpazoBanusi Poccuiickoit ®enepaunn or 7 abrycra 2020 1. mo Ne 889 (c
U3MEHEHUSIMU U JTIonoJiHeHUus MK ), [IpodeccnoHanbHBIM CTaHIAPTOM, YTBEPKACHHBIM
[Ipukazom MunHucTepcTBa Tpyaa U coluaibHOM 3amuTbl Poccuiickoii denepanuu
«O0 yTBepxaeHnn mnpodeccuoHanbHoro crapaapra «llemaror (memaroruueckas
NeSTeNBbHOCTh B Cdepe IOIIKOJIBHOTO, HayalbHOTO OOIIEro, OCHOBHOTO OOIIETo,
cpeaHero o01iero oopazoBanusi) (BocnuTareiab, yuutenab)» oT 18.10.2013 r. Ne 544u
(c u3MeHeHWsMH W  JomnojHeHusiMu), [IpodeccuoHanbHBIM  CTaHIAPTOM,
yTBepxkaAeHHbIM [Ipukazom MuHucTepcTBa Tpyda M COLMAIBHOM  3alLUTHI
Poccuiickoit ®enepammmu  «O0 yTBepkaAeHUH MPOGECCHOHATBHOTO CTaHIapTa
«Teorpad (Cneumanuct mo BbIMOIHEHUIO padorT u ot 24.12.2020 1. Ne 954H,
OKa3aHUIO ycayr reorpaduyeckoid HampaBiieHHOCTH)»  [IpodeccruonanbHbIM
CTaHAapToMm, yTBepxkAeHHbIM [Ipukazom MuHucTEpcTBa Tpyaa U COLHAIBHOU
3amuThl Poccuiickoit denepanun «O0 yTBepKI€HUH NMPOPECCUOHAIBHOTO CTaHIapTa
«9kckypcoBoa (rum)» ot 24.12.2021 Ne 913n, IIpodeccnoHanbHBIM CTaHIAPTOM,
yTBepkIAeHHbIM [Ipukazom MuHucTepcTBa Tpyda M COUMAIBHOW  3alUTHI
Poccuiickoit ®@epepaunn  «O0 yTBEpkKACHUM MPOPECCHOHATBHOIO CTaHAapTa
«I'papoctpoutens» ot 17.03.2016 r. Ne 110H, IIpodeccrnonansHbIM CcTaHIApTOM,
yTBepKAeHHbIM Ilpukazom MuHucTepcTBa TpyAaa U couuanbHOM Poccuiickon
Oenepanun «O06 yTBepKAeHUU TpodeccnoHanbHOTO cTaHAapta «CrenuanucT o

OpraHu3allMi M YMPaBICHUIO HAYYHO-HCCIIETOBATEIBCKUMU M KOHCTPYKTOPCKUMHU
pabotamu» ot 11.02.2014 1. Ne 86H.

1.3. Ilepeyenr kKommeTeHuuil, GopMuUpyeMBIX B IpoLecce OCBOCHHS
OCHOBHOM 00pa30BaTeJIbHON POrPpaMMbI

[Tpouecc ocBOEHMS] TUCLUILIMHBI HAaIpaBlIeH Ha (OPMHPOBAHHUE CIEAYIOLINX
KOMIIETEHIIMHA W MHIUKATOPOB X JOCTHKCHUS:

Kox mo ®I'OC BO ’ NuaukaTop 10CTHKEHUSA
YHuBEpCAJIbHbIE
YK-4. YK-4.1.
Crnocoben OCYLIECTBIIATH nenoByro | Beibupaer Ha roCy1apCTBEHHOM u

KOMMYHHUKAI[MIO B YCTHOW M THCHMCHHOHN | MHOCTPAHHOM (-bIX) SI3bIKAX KOMMYHHKATHBHO
¢bopMax  Ha  TOCYHapCTBEHHOM  f3bIKE | IpUEMJIEMbIe CTHJb JEJIOBOTO  OOIEHUS,
Poccwuiickoit @denepanuy 1 HHOCTPAHHOM (-bIX) | BepOanbHbie W HeBepOajdbHBIE  CPEICTBA
s3bIKe (ax) B3aUMOJICHCTBUS C MAPTHEPAMH




1.4. Dranbl ¢opmMupoBaHMS KOMIETEHIMH M CPEACTBA OLCHUBAHUA
YPOBHS X ¢)OPMHUPOBAHHOCTH

N KoHTpo/ibHO-0LIeHOYHbIE

Jrtansl popmupoBanus komnereHunii | Komnerenumun

cpeacTna / cnocod oleHuBAHUSA
Tema 1. Teoperuko-npaBoBele u | YK-4 BeicTymuieHre Ha NPaKTUYECKHX
HOpPMAaTUBHbBIE OCHOBBI 3aHATHAX, YCTHBINA ONPOC
JOKYMEHTallMOHHOT'O obecreyeHust
yIpaBICHUS
Tema 2. Cranpaptuzauus npounecca | YK-4 BeicTynneHne Ha NpakTUYECKUX
JIOKYMEHTHUPOBAHHUS 3aHATHAX, YCTHBINA OIPOC
Tema 3. Cucrema opranuzanuonHo- | YK-4 BricTymieHne Ha mTpaKTHYECKHX
pacnopsAUTEIbHON JOKYMEHTAUU 3aHSTHUSIX, YCTHBIM OIpOC
Tema 4. JlenoBoe nucbmMo kak ocHoBHOU | YK-4 BeicTymuieHMe Ha IPaKTUYECKHX
BUJI IEPENUCKU 3aHATHAX, YCTHBIA OMPOC
Tema 5. Opranuzanus | YK-4 BeicTymuieHMe Ha IIPAKTUYECKHUX
JIOKyMEHTO000pOoTa  00pa3oBaTeIbHON 3aHATHUSAX, YCTHBIN OMPOC
OpraHu3aluu
Tekymas arrecrauus YK-4 Konrponsnas pabora
IIpoMexyTOYHAs aTTeCTALUA YK-4 3auer

1.5. Onucanue nokasareJieid GOpMHUPOBAHUSA KOMIIETEHLUI

Koa komneTeHIMu Pe3yabTaThl chOpMHUPOBAHHOCTH

YK-4 3Haer: OCHOBHBIE  MOHATUSA  KYJIbTYpbl  pE€YH, PUTOPHUKH,
(GYHKIIMOHATLHON CTUJTUCTUKH;, SI3BIKOBBIE HOPMBI, CTHJIMCTUYECKYIO
nuddepeHIMaI0 Tocy1apcTBEHHOTO s3bika Poccuiickoit dexnepanumy;
OCHOBHbICE CTWJIM M JKaHPbl THCHBMEHHOW M YCTHOM JI€TIOBOM
KOMMYHHUKAI[MM;  TEXHOJIOTMIO  OCYIIECTBIIEHHS  NEpeBO/la  Kak
WHCTPYMEHTA  MEXKYJIbTYPHOW  JACIOBOH U  NpodeCcCHOHATBLHON
KOMMYHUKAIUH.

YMeeT: HCmoap30BaTh HEOOXOAMMBIE BepOaibHBIE W HEBEpOATbHBIE
CpencTBa OOIIEHHUS [JIs PEIICHUS CTaHAAPTHBIX 3a/1ad JEJIOBOTO
0o0IIeHnsT Ha TOCyIapCTBEHHOM s3bike Poccuiickoii denepanuu u
MHOCTPAaHHOM(bIX) sI3bIKE(aX); BECTH YCTHYIO M MUCBMEHHYIO JIEJIOBYIO
KOMMYHUKAIHIO, YUHUTBIBASI CTHUJIMCTHYECKHUE 0COOCHHOCTH
OopUIMATEHBIX W HEO(UIMATBHBIX  TEKCTOB, COIMOKYJBTYpPHBIC
pasIuuMs Ha TOCyJapCTBEHHOM si3bike Poccuiickoi deneparuun u
WHOCTpaHHOM (BIX) SI3BIKE(aX); BBITIONHATH TIOJTHBIA M BBIOOPOYHBIMA
NUCHbMEHHBIA TepeBOJl MPOPECCHOHATBHO 3HAUYUMBIX TEKCTOB C
WHOCTPAHHOTO(bIX)  sI3bIKa(0OB) HA PYCCKUH, C PYCCKOro Ha
WHOCTPAHHBIN(BIC) SA3BIK(H).

Brnaneer HaBbIKAaMHM:  COCTAaBJICHUS  TEKCTOB  KOMMYHHKATHBHO
NPUEMJIEMBIX CTHJIEHM W KaHPOB YCTHOTO M IMHCbMEHHOIO [E€JIO0BOTO
oO1eHus, BepOAIbHBIMU u HeBepOaTbHBIMU cpelncTBamMu
B3aUMOJICICTBUSL C TMAapTHEpaMH; HaBbIKAMU BEIEHUS YCTHOW U
MMCbMEHHOW JIeJIOBOM KOMMYHHUKAIIUU, YYUTHIBAs CTHJIMCTHYECKHUE
0COOCHHOCTHU O(UIHATBHBIX u HEOPHUIHATBHBIX TEKCTOB,
COLIMOKYJIbTYPHBIE PAa3JIMYMsl Ha TOCYJapCTBEHHOM si3blke Poccuiickoit




Oegepaliii ¥ HUHOCTPAHHOM(BIX) sI3bIKE(axX); HaBBIKAMHU IEPEBOAA
nyOIUIUCTUYECKUX U TPO(PECCHOHATIBHBIX TEKCTOB C HWHOCTPAHHOTO
(pIX) A3bIKa(0OB) HA TOCYIaPCTBEHHBIN sA3bIK Poccuiickoit @enepanuu u ¢
roCyAapCTBEHHOTO SI3BIKA Poccuiickoi denepanuun Ha
WHOCTpaHHBIN(bIC) S3BIK(HM); HABBIKAMH ITyOJWYHOTO BBICTYIUICHUS HA
rocyaapCTBEHHOM si3bike Poccuiickoi Denepaiu.

1.6. Kpurepuum oueHuBaHHMSI KOMIETEHIMA Ha Ppa3HbIX 3Tanax ux

(hopmupoBanus

Bup yueOHoii padoThl 0a/iI0B

KoaunuectBo

(0100

BrimonHeHue u 3anmra IpakTHYECKUX padboT 40

KonrtponsHas padota

15

KonTtpoinb camocTosTe1bHOM paboThI 20

Y cTHBIN 3aUueT

25

Bcero

100

HaxonureabHas cucreMa ouenusanus mo 100-0aibHOM IKkaJae

YeroipexOa/uibHAA
cucTeMa OleHNBAHHUS
JK3aMeHa

Cucrema
OLICHUBaHUA
3a4era

100-6annbHas | BykBenHas mkaja, coorBercTByomast 100-
mKaja 0a/NIbHOM HIKasTe

OTan4HO

90-100 A — OTIIMYHO — TEOPETUYECKOE COJEPHKAHNE
Kypca OCBOCHO IMOJIHOCTBIO, 03 TPO0eIIoB;
HEOOXOAMMBIE MTPAKTHUECKUE HABBIKUA PabOTHI
C OCBOCHHBIM MaTEepHaJIOM COPMHUPOBAHBIL;
BCE MIPEAyCMOTPEHHbIE TPOTrPaMMOii
00y4deHHs yueOHBIC 3aJaHUs BBITOTHECHEI,
KAauyeCTBO MX BEIITOJIHEHHS OLIEHEHO YHCIOM
0auIoB, ONMM3KIM K MAKCUMAIIBHOMY

Xopoo

83-89 B — odeHB XOpOIIIO — TEOPETHIECKOE
CoZiep>KaHHe Kypca OCBOCHO IOJHOCTbBIO, Oe3
po0eIoB; HEOOXOIUMBIE TTPAKTHIECKIE
HaBBIKH pabOTHI C OCBOCHHBIM MaTepHajioM B
OCHOBHOM C(HOPMHUPOBAHEL; BCE
MpeyCMOTPEHHBIE TPOrPaMMOM 00ydeHHS
yueOHbIE 3a]JaHUsl BBINOJIHEHBI, KAYECTBO
BBITIOJTHEHHS OOJIBLIMHCTBA M3 HUX OLCHCHO
YHCIIOM OaJJIOB, OJIM3KUM K MAaKCUMAJIbHOMY 3auyreHo

Xopouio

75-82 C — XOpOIIIO — TECOPETUYECKOE COJICPIKAHKE
Kypca OCBOCHO TIOJIHOCTHIO; HEKOTOPbIE
MPAKTHYECKUE HABBIKK PAabOTHI C OCBOEHHBIM
MarepuaioM chOpMHUPOBAHBI HEOCTATOYHO;
BCE MPEyCMOTPEHHbIE TPOrPaMMOii
00y4eHus yueOHbIe 3aJaHUS BHITIOTHEHBI,
Ka4eCTBO BBITIOJIHEHHUS] HU OJIHOTO M3 HUX HE
OLICHCHO MMHHUMAJIbHBIM YHCJIIOM 6aﬂHOB,
HEKOTOPbIC BU/IbI 33/IaHHUI BBITIOIHEHBI C
omuoKaMu

y)lOBJ'IeTBOpI/ITeJ'II)HO

63-74 D — y10BiI€TBOPHUTENBHO — TEOPETHUECKOE
CoZIep)KaHHe Kypca OCBOCHO YaCTHYHO, HO
npoOesbl He HOCSIT CYIECTBEHHOTO
XapakTepa; He0OX0JUMbIE TPAKTUYECKHE
HaBBIKH pabOTHI C OCBOCHHBIM MaTepHajioM B
OCHOBHOM Cc(hopMHPOBaHbI;, OOJIBIINHCTBO




MIPEyCMOTPEHHBIX IPOrpaMMoii 00yUdeHUs
y4eOHBIX 3aJJaHUil BBITIOJTHEHO, HEKOTOPHIE U3
BBINOJTHEHHBIX 3aJIaHUH COJIEp)KaT OMIHOKH

Y 10BIETBOPUTENBHO 50-62 E — mocpenctBeHHO — TeopeTHYecKOe
CoJIep’KaHue Kypca OCBOCHO YaCTHYHO;
HEKOTOPBIC MTPAKTHICCKHAEC HABBIKK PaOOTHI HE
c(hOpMHUPOBAHKI, MHOTHE TIPEAYCMOTPEHHEBIE
y4eOHOI mporpaMmoii 00y4eHus: yueOHbIe
3ajlaHusI HE BHIMOJIHEHbI JIH0O KauecTBO
BBITIOJTHEHHBIX HEKOTOPBIX M3 HUX OLIEHCHO
YUCIIOM 0aJUIOB, OJIM3KUM K MUHAMAJIGHOMY

HeynosnerBopurensHO 21-49 FX — HEeYIOBIETBOPUTEIEHO — TEOPETUIECKOE
CoZIep’KaHne Kypca OCBOCHO YaCTHYHO;
HEOOXOTMMBIE TTPAKTHYECKIE HABBIKH PAOOTHI
C OCBOCHHBIM MaTepHaJioM He
c(hopMHUPOBaHBI; OOJIBITHHCTBO
MPEeIyCMOTPEHHBIX YIeOHOH MpOorpaMMoit
00y4YeHHs yUeOHBIX 3aaHUI HE BBHIITOJHCHO
100 KaueCTBO MX BBITIOJTHEHHUS OLICHEHO
YHUCIIOM OayIOB, OJIM3KUM K MUHUMAaJIbHOMY;
P JIOMOJIHUTENIBHO CAaMOCTOATEILHON
paboTe HaJl MaTepHaIoM Kypca BO3MOXKHO

He 3aureno
MOBBILICHUE Ka4eCTBa BBITIOJIHEHHUS Y4€OHBIX
3aJaHul
HeynoBnerBopurensHO 0-20 F — HeyTOBIETBOPHUTEIEHO — TEOPETHUCCKOE

Coziep>KaHue Kypca He OCBOEHO;
HEOOXOTMMBIE TPAKTHYECKIE HABBIKH PaOOTHI
He c()OPMHUPOBAHBI; BCE BHIIIOIHEHHBIE
ydeOHbIe 3aJaHus coJiepKaT IrpyObIe OIIHOKH;
JIOTIOJTHUTEIbHAS CAMOCTOSITeNbHas paboTa
HaJl MaTepHajIoM Kypca He MPUBENET K
KaKOMY-JIH0O0 3HAYHMMOMY ITOBBILICHHIO
KayCCTBA BBINNIOJIHCHUA y‘{e6HbIX 3a[[aHPII>i

2. KOHTPOJIBHO-OLHEHOYHBIE CPE/ICTBA
2.1. OueHoYHbIE CpeCTBA TEKYILEr0 KOHTPOJISA (TUIOBBIE)

Bomnpocsl AJ1s1 yCTHOTO onpoca:

1. [aiite onpeneneHre NOHATUS «TOKyMEHT.

2. Packpoiite monsatue «/JIOVY». HazoBure mpodeccroHanbHbleé TEPMHUHBI U
orpeziesieHus B 00J1acTH AeONPOU3BOJICTBA.

3. HazoBure u packpoiite GyHKIUU JOKYMEHTOB.

4. Kakue OCHOBHbIEC 3aKOHBI B 00JIACTH OpraHH3aluH JAETONPOU3BOICTBA BB
3Haere? HaszoBute coxmepkaHue nakeTa o00s3aTENbHBIX 3aKOHOAATEIbHBIX U
HOPMAaTHUBHBIX JOKYMEHTOB B obmnactu JIOVY.

5. HasoBure mpaBwia  yTBEpKICHHUS  JIOKYMEHTOB. TpeOoBaHus W
odopmIieHUE.

6. Kakue peKBU3HUTHI SIBISIOTCS «OpUANYECKH 3HauuMbiMu»? IlpaBuna ux
odopmiieHns. YTo BKIrOYaeT B ceOsl IOHATHE «IIPABOBAsI OXpaHa JOKYMEHTOBY?

7. IlpuBegute npuMepsl TOKYMEHTOB, KOTOPbIE MOJIEKAT YTBEPKICHUIO U HA
KOTOpPBIX CTaBUTC Mevyarh. Kak oopmisitoTes nepeuHu Takux JOKyMEHTOB?



8. HazoBuTe 3aKOH, B COOTBETCTBUU C KOTOPHIM OGOPMIISIIOT PEKBHU3UTHI
nokymeHToB cuctembl OPJI. Jlata BBe/ieHre U 4yTO OH ycTaHaBiuBaeT. HazoBute Bce
PEKBU3HTHI.

9. HazoBure pekBu3uTHI 0O0IIero Onanka u OjaHka s nucbMa. [IpaBuma
opopmiienusi. Kakue Bujbl OnaHkOB Bbl 3Haere? B ueM ocoOeHHOCTH OjaHkKa
JIOJKHOCTHOTO Jiniia?

10. CornacoBanue u Bu3upoBaHue. Ha3oBuTe BUABI U CPOKH COIJIACOBAHMUS, U
BU3UPOBAHKE IOKYMEHTOB.

11. PacckaxuTe O meyaTAX M IOTaMIax MOpeanpusTHii U opranuzaunuid. Ha
KaKuX JIOKyMeHTax craBsaTcsi mnedarb? Kakue TpeOoBaHUS MNPEABSBISIOT K
MCTIOJIb30BaHUIO TepOOBOIl meyaTu?

12. PackpoiiTe copepkaHue TOHATHS «ymnpaBieHue». HazoBuTe cucrembl
NOKYMEHTOB YympasiieHus. Packpoiite nonstue «OPJ[]». Kakue rpynmbsl U BHIbI
JTOKYMEHTOB BxoasT B OP/[?

13. Pacckaxxute 00 OCOOEHHOCTSIX 3JEKTPOHHOrO JOKYMEHTa, SJIECKTPOHHOU
NEPENUCKU U TPeOOBAaHUSX, IPEIBABIAEMBIX K HEH.

14. B yem ocoOGenHocTtu OnaHka juis nmucbma? Ha3oBuTe pekBHU3UTHI OJlaHKA
JUTSl MIAChbMA M PEKBU3UTHI CY>KEOHOT0 MUChMa.

15. Uto pernaMeHTHpPYET TUIIOBAsi MHCTPYKIUS N0 JIeTonpou3BoacTBy? [aiite
XapaKTEPUCTUKY OPraHU3AUOHHBIM JJOKYMEHTaM U HA30BUTE UX BUJBL.

16. HazoBure Buasl WHGOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JalTe
XapaKTEPUCTUKY KaxaoMy Buay. [IpuBenuTe n3BECTHBIC BaM BHUJIbI PETUCTPALIUH.

17. JlaliTe = XapaKTepUCTUKY yUpPEAUTENbHBIM JOKYMEHTaM U  yCTaBy
npeanpusitud. Kakue Buabpl ycTaBoB Bbl 3HaeTE?

18. Jlalite  xapaktepuctuky JokymeHTy «llonokeHue» W Ha30BUTE
CTPYKTYPHBIE YAaCTH TEKCTA JOKYMEHTA M €T0 COJAEPKAHMUSL.

19. JlaiiTe xapakTepucTuky AokyMmeHTy «HcTpykiusy». [IpuBenure npumMepsi.
JIoJDKHOCTHAst MHCTPYKIUS, CTpyKTypa Tekcta. Odopmienue. O3HaKOMIICHHE.

20. IllTatnoe  pacnucanue (OCOOEGHHOCTH  COCTaBIICHHS, O(GOpPMIICHHS.
TpeOoBaHre K UCTIOIB30BAHUIO YHUPHUITUPOBAHHBIX (POPM.

21. IlpaBuna BHYTpEHHETO TPYyA0BOTO pacnopsaka u [lonoxenue o nepconase.

22. JlaiiTe XapakTepUCTUKY PACTIOPSAIUTEIbHBIM TOKYMEHTaM.

23. Ha3oBuTe BUABI pacOPSIUTENbHBIX JOKYMEHTOB U OCOOEHHOCTH KaX/I0TO.
HazoButre CTpyKTypHBIE 4YacTH TEKCTa  PACHOPAIUTENIBHBIX  JTOKYMEHTOB,
odopmiieHHE TIpeaMOyIIbl U PaCIIOPSAUTEILHON YacTH.

24. B yem ocobeHHOCTH chykeOHbIX muceM? Ha3zoBuTe BUIBI CITyKEOHBIX
nuceM. Kakue TpeGoBaHUs NPEABIBISIOTCSA K TEKCTY CITy>KEOHBIX MHUceM?

25. HazoBute mpaBmia oQOpMIICHUS  PEKBU3UTA  «aapecar».  Bumisr
aJpECOBaHHUs.

26. UTo BXOIUT B MOHATHE IIPOBEICHUE IKCTIEPTU3HI IICHHOCTH TOKYMEHTa» ?

27. PackpoiiTe TOHSTHUS «IOKYMEHTOOOOPOT», «JIOKYMEHTOMOTOKW». JlaiiTe
XapaKTePUCTUKY KaXKJIOMY BHUIY JIOKYMEHTOINOTOKA, YKaXXUTE€ HX OCOOCHHOCTH.
Kaknm 00pazom ompenensercs T0KyMEeHTOOOOPOT MPEATTPUSTHS ?

28. Homenknatypa nen. 3uayenue. Cocrapienue. Bunbl HOMEHKIATYpHI.



29. IlogroToBKka JOKYMEHTOB K CjJade B BEIOMCTBEHHBbIH apxuB. Caaua
JOKYMEHTOB B apxuB opraHuzanuu. OMUCH JOKYMEHTOB, HAXOISIIUXCS B JeTe.
dopma u copepxraHue akTa 00 YHUUTOKEHUH TOKYMEHTOB U JIEIl.

30. Kakue moxymMeHThI He nojsiexaT peructpanuu? Kak u 3auem Benercs ydeT
TaKUX MOCTYILICHUN?

31. Pacckaxkute 0 BHUJAX BXOJSAUIMX, UCXOISALIMX BHYTPEHHUX JOKYMEHTaX.
HoxymenToB. IlpuBenutre Qopmbl >KypHallbHOM peructpanuu. Pacckaxurte o
peructpanuu ¢ nomouipto PKK u aBTomMaruznpoBanHoi.

32. Uto BKIOYAeT B ceOs MOHATHE «(POPMHUPOBAHUS» U «OPOpMIICHUS» aei?
HazoBure npusnaku opopmiieHus: 00JI0KKH JIE]T.

33. Cpoku XpaHeHHs] JOKYMEHTOB B 3aBUCUMOCTH HUX 3HauuMmocTu. HazoBure
HOPMATUBHBIN JOKYMEHT, TI0 KOTOPOMY OIPEAEISIOT CPOKU XpaHEHUSI.

34. Yto BKiIIOYaET B ce0s MOHATHE «IIOATOTOBKA JOKYMEHTOB K apXHUBHOMY
xpanenuto»? OyHkIMK, 3a1a4u U OTBETCTBEHHOCTH DK.

TecTsl 1J151 NpOBeIeHUsI KOHTPOJIbHOM PadoThI:

1. IIpaBujbHAsA MOC/IEAOBATEJIbHOCTh HANMMUCAHHUA 3JIEMEHTOB IOYTOBOIO
ajjpeca HA MOYTOBBIX OTINPABJIEHUAX:

a) MOYTOBBIN MHJICKC;

0) HaMMEHOBaHUE ajJipecarTa;

B) HOMEP KBAPTHUPHI;

I') HA3BaHHUE HACEJICHHOTO MYHKTA;

1) Ha3BaHUE 00J1aCTH, Kpasi, peCryOJINKY;

€) CTpaHa;

) HOMED JI0Ma;

3) Ha3BaHUE YJIUIIBL.

2. YHU(PUIIUPOBAHHAA CUCTEMA JOKYMEHTAIUN — ITO:

a) cucTeMa JIOKYMEHTAallUM, CO3/JaHHAasl 10 €JIMHBIM MPaBWIaM U TPEOOBAHUSIM,
cozepxaiiasi uHpopmauo, HeoOXOIUMYIO JJIsl YIIPaBIEHUs B ONpeIeNieHHO cdepe
NEeSATEIbHOCTH,

0) yaudunupoBanubie  QOPMBI  TOKyMEHTOB, CHCTEMAaTU3UPOBAHHBIE TIO
GyHKIUSAM yIIpaBJICHHUS;

B) COBOKYITHOCTb JIOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C pPEUIAEMbIMU
TOKYMEHTaMU;

I') COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHAs €IMHOOOPa3HBIMH  IpaBUJIAMU
oopMIICHUSI.

3. Bo3MOKHOCTH HCHOJIB30BAHUS (PAaKCMMWIEe KAK COOCTBEHHOW MMOANMUCH
perjiaMeHTHPYeTCs:

a) TPXKIAaHCKUM KojekcoMm P®;

0) mpaBujIaMu J€TONPOU3BOJICTBA B (DelepalibHBIX OpraHax HMCHOJHUTEIbHOU
BJIACTHU;

B) 'OCT P 7.0.97-2025.

4. Kakomy Buay 0JIJAHKOB COOTBETCTBYET JAHHBIM HA0OP PEKBU3UTOB?



a) 'ocynapcrBennbiii  repd  Poccuiickoit  ®@enepauuu, repd cyObekTa
Poccuiickoii  Depeparuu, smOieMa OpraHu3alud, TOBApHBIM 3HAK  (3HAK
o0cilyKuBaHus), 1aTa, HOMEP, MECTO COCTABJICHUS WJIN U3/IaHUS;

0) OJ1aHK TTMCHbMa;

B) 0OIIIMii OaHK;

r) OJIaHK KOHKPETHOT'O BUJia IOKYMEHTA.

S. IlopsaioK HANMMCAHUSA MOYTOBOI0 A/Ipeca YCTAHOBJICH:

a) B IIpaBmnax nenonpous3BoACTBa B (ellepaibHbIX OpraHax HCHOJHUTEIbHOU
BJIACTU;

0)B I'OCT P 7.0.97-2025;

B) B [IpaBuiax okazaHus yciyr HOYTOBOM CBS3H.

6. PexkBU3UT «BU32» MOKET BKJIIOYATH:

a) TOJDKHOCTh BU3HMPYIOLIEro, €ro MNOANHCh, pacliM(@poBKY (MHULHMAIBI H
dbaMuIIns) U 1arty;

0) moanucek, pacmmdposky (d. U. O.), naty;

B) IOJIKHOCTh, TOAMUCH JaTy;

I') I0JDKHOCTB, MOJNUCH, pacidpoBky noamnucu (. U. O.).

7. I'epOoBasi me4aTh NPOCTABJISAETCH HA MUCbMAX:

a) peKJIaMHBbIX;

0) HAaMOMUHAHUSIX;

B) IPUTJIALLICHUSIX;

I') rapaHTUIHBIX;

1) ”HQOPMAIIMOHHBIX.

8. Tekcr [AOKYMEHTOB COCTABJSKT HA TOCYAAPCTBEHHOM  SI3bIKE
Poccuiickoit @Denepauvu WJIM Ha TOCYAAPCTBEHHBIX $HA3bIKAX CYObEKTOB
Poccuiickoit @eaepanuu B COOTBETCTBUM C:

a) MpaBUJia JIENONPOU3BOJICTBA B (heJepalibHbIX OpraHax HCIOJHUTEIbHON
BJIACTH;

0) 3akoHomarenscTBOM Poccuiickoit @Denepanun U cyObekToB Poccuiickoi
Oenepauuuy;

B) 'CH1OY;

I') TUTIOBOM MHCTPYKIMEHN MO JEIO0MPOU3BOICTRY.

9. llesb10 CTAHAAPTU3ALMH JOKYMEHTOB SIBJISIETCH:

a) IOPUINYECKOE 3aKPETICHHUE PE3YIHTATOB YHU(DUKAIIUU JOKYMEHTOB;

0) pa3paboTka HOMEHKJIATYPY JIEJI;

B) CHCTEMaTH3alus JOKYMEHTOB B OpraHU3aLINH;

r) oOecrieyeHre COXPaHHOCTH JOKYMEHTOB;

1) 3a1uTa KOH(OUICHIIMATLHOCTH UH(POpMaIINy.

10. VYkaxkure BapuMaHT OTBETOB, B KOTOPOM MNPAaBWJIbHO HA3BAHBI
PEKBH3HMTHI OJIAHKA MUCbMA:

a) (rep6, »omOmema), KOJ OpraHu3allid, HAUMCHOBAHUS OpraHH3allHH,
CIIpaBOYHbIE JaHHbIE OO0 oOpraHu3anuv, KoA ¢GOpMbl JOKyMEHTa, MECTO s
IPOCTABIICHUS [aThl JOKYMEHTa, MECTO [UJIsi MPOCTAaBICHUS PErHCTPALMOHHOTO
HOMEpa JOKYMEHTA, CChIJIKA HA HOMEP U JIaTy BXOMSIIETO JOKYMEHTA;



0) (repb, 5mOsiemMa), HaMMEHOBAHUSI OpraHW3allMU, KOJ OpraHU3allUM, Jara
JIOKyMEHTa, MECTO JIJIsl IPOCTABJICHUS] PETUCTPAIMOHHOTO HOMEpa JJOKyMEHTa, MECTO
W3/1aHUs JJOKYMEHTA, CChIJIKA HA HOMEP M JIaTy BXOSIIEro JTOKYMEHTA,;

B) (rep0, »omOnema), HAUMEHOBAaHWSA OpraHW3allid, HANMEHOBAHUS BHUIA
JOKYMEHTa, jJaTa JOKYMEHTOB, KOj (POpMBI JTOKyYMEHTa, MECTO JJisi MPOCTABIICHUS
PETUCTPAIMOHHOTO HOMEpa JOKYMEHTAa, CIpPaBOYHbIE JaHHbIE OO0 OpraHu3aluu,
CCBhUIKA HAa HOMEP M JIaTy BXOJAIIETO JOKYMEHTA;

r) (rep06, HMOieMa), HaMMEHOBAHUs OpraHU3allM{, CIPABOYHBIC JaHHBIE 00
opranuzaiuu, ko opranuzanuu OI'PH, MecTo s mpocTaBiieHus1 AaThl JOKYMEHTA,
MECTO JJIsl MPOCTABJICHUS] PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTa, CChUIKa Ha HOMED
U JIaTy BXOJIAIIETO JOKYMEHTA, MECTO JIJIsl 3ar0JI0BKA K TEKCTY.

11. K opranuzanmoHHBIM JOKYMEHTAM OTHOCSITCS:
a) TPOTOKOI;
0) ycras;

B) HHCTPYKIIHUS,
r) I[IOCTAHOBJICHHUE;
1) TIOJOXKECHHE.
12. K pekBM3MTAM NPUKA3a OTHOCATCH:
a) ajapecar;
0) HauMMEHOBaHUE OpraHU3allUu;
B) HAMMEHOBAaHUE BUJA JOKYMEHTA;
I) 3aroJIOBOK K TEKCTY, TEKCT;
1) Tpu( yTBEpKIACHHUS;
€) TOMIIHCH.
13. AKTBI cO312K0TCH:
a) KOJUIETHAJIbHO;
0) Ha OnaHKax;
B) Ha COBEIIaHUH;
I)  BBIIECTOAIICH OpraHu3alue.
14. HopmaTMBHBIH aKT, HM3AaBaeMblii JAUPEKTOPOM 00pa30BaTeIbLHOMN
OPraHU3alMU WIN YUPEXKIeHUsi, 3TO:
a) TIpUKas3,
0) TMOJI0OXKEHHE;
B) pacCIOpSKEHUE;
I) peleHue.

15. Bo BpeMsi NpOM3BOACTBEHHOI0 COBELIAHUSI Y JMPEKTOPAa CEeKpeTaphb
3anucbiBaj] BBICTYIUIEHUSI M NPUHATHe pemenus. Kakoil TokyMeHT ciieqyer
0()OpMHUTH 0 UTOTaM 3aceaHus1?

a) IIporokou;

0) peleHue;

B) pacOPSKEHHUE;

I') MPOTOKOJI, PEIICHUE U PACTIOPSKEHUE;

1) IO YCMOTPEHHUIO HAYaJIbCTBA.

16. PekBU3UTAMM BHEIIHEH CIIPABKM ABJISIETCS:

a) meyvaTh;



0) mOANNCH;

B) HAMMEHOBAHUE BHU/IA IOKYMEHTA;

r) aapecar;

1) HAMMEHOBaHUE OPTraHU3alINH;

€) CChUIKA Ha JIaTy PErUCTPalMOHHBIA HOMED.

17. ®akc oTiin4aeTcs OT MUCbMA 10 0()OPMJIICHUIO TEM, YTO:

a) ABJISIETCS HE MOJUITMHHUKOM, a KOTIHEH IOKYMEHTA;

0) COZIEPKUT Psifl AOMOTHUTEIBHBIX PEKBU3UTOB;

B) rmeyaraercs Ha Tenedakce;

') HE MOXKET OBITh 3aBEPEH MEYATHIO.

18. BoigesnTe U3 KaAKHUX pPa3[esiOB COCTOUT TEKCT NMPHUKA3a MO0 OCHOBHOI
AeSITeJIbHOCTH:

a) KOHCTAaTUPYIOIIUNA U PaCTIOPSAIUTEIbHBIN;

0) KOHCTAaTUPYIOMIUNA U MTOCTAHOBJISIFOIITUN;

B) KOHCTaTUPYIOIIUN U TIpeaararouiuii;

I') OCHOBHOM M KOHCTaTUPYIOLLUH.

19. Bpigeaure, B KaKOM H3 BH/JIOB [O0KYMEHTOB He INPOCTABJISIIOTCH
PEKBH3UT HAMMEHOBAHUSA BU/IA IOKYMEHTA.

a) 3asBJICHUE;

0) city)eOHOe TUCHhMO;

B) IOKJIa/IHAs 3aMKCKA;

I') IOJDKHOCTHASI MHCTPYKITHSIL.

20. Pacnmpenesure YyKasaHHble HMKe [JOKYMEHTbI Ha 3 TIpynmbl:
a) OpraHM3alMoOHHbIE, 0) pacOpAAUTEIbHbIE, B) HHGOPMALIMOHHO-CIIPABOYHbIE.
. Pesrome.

. JloJbKHOCTHAst MHCTPYKIHUSL.
. Pacnopsixkenue qupekropa.
. CBozKa.
. [locTaHOBIIEHUE KOJIETHUH.
. IHCTpYKIMs 110 1EJIONPOU3BOICTBY.
. CnpaBka ¢ mecTa paOoTBhl.
. [Ipukas o npueme Ha padoOTy.
. llITatHOE pacniucanue.

10. TpynoBo# 70roBOP.

11. Tlpurnamnienvie Ha BHICTABKY.

12. PernamMeHr.

21. Komuccusi 1m0 PpaccjelOBaHMI0O MOKapa, TMPOU30LIEANIEro B
o0pa3zoBaTeIbHOM yYpesKIAeHNH, YCTAHOBU/IM Pl GaKTOB, KOTOPbIE MOCHYKHIU
NPUYUHON noxkapa. Kakoil 1T0KyMeHT J0J1KHA COCTABUTH KOMUCCHS ?

a) AKT;

0) cripaBky;

B) JIOKJIQJHYIO 3aIUCKY;

') HHCTPYKLIHIO O TPOTUBOIOXAPHOU O€30MaCHOCTH.

©Coo~NoO Ok WN



22.  JIoKkyMeHT, aJpeCOBAHHBbII  PYKOBOAMTEJIIO OpraHu3anum,
colep AUl  00CTOATEILCTBEHHOE W3JI0OKeHHe KakKoro-jaudo Bompoca ¢
BbIBOJAMHY U NMPEAJI0KEHUAMH COCTABJICHNS, HA3bIBACTCH:

a) aKT;

0) mpeicTaBICHUE;

B) JOKJIa/IHAs 3aIMCKa;

I') IpEIJI0KEHUE.

23. JaToii ciaykeO0HOro nucbmMa siBJIsieTCs AaTa:

a) COCTaBJICHUSI;

0) OTIpaBJICHUS;

B) ITONTUCAHUSI;

T') TOJIy4YEHUsI.

24. Cnucoxk NMpPUCYTCTBYKOIIMX HA 3acegaHuu odopmiisieTcsi OTAEJIbHO H
NPUJIATaeTcsi K NPOTOKOJIY, €CJIM TAKOBBIX:

a) 6onee 15;

0) 6oxee 10;

B) O6ostee 25.

25. Od¢opmienne o00JOKKHM Jeja A NOCICAYIOLIEr0 XpaHeHUs
omnpenessiercs:

a) CTaHJapTOM;

0) HTHCTPYKIMEN MO JEI0NPOU3BOCTBY;

B) pPacCIoOpsKEHUEM PYKOBOIUTEIS.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA NPOXOIUT B Jramna:

a) 4EeThIpE;

0) Tpu;

B) JBA.

27. HomeHnkiaTtypa aes (padouuii 3K3eMIVISIP) MOMENIAKOT HA:

a) CTOJIE, IO CTEKJIOM;

0) nBepiie mkada ¢ JOKyMEHTaMH;

B) BHYTPEHHEW CTOPOHE ABEPILIBI MKada ¢ JOKyMEHTaMHU.

28. Bce JmcTBI Jesia NpPU NOATOTOBKE HX K Iepegaye B apXuB
HYMEPYIOTCH:

a) YEpHBIM IPAPUTHBIM KapaHJ1allloM;

0) YepHBIMU YEPHHUIIAMH;

B) KPaCHBIM KapaHJ1alllOM.

29. Bxoasimue JOKYMEHTBHI PerHCTPUPYHOTCS:

a) MocJe O3HAKOMJICHHS] C HUMH PYKOBOJUTEIIS;

0) B mepBOi MOJIOBUHE JTHS MOJIYUYEHHUS;

B) JI0 O3HAKOMJIEHUSI C HUMH PYKOBOJUTEIISL.

30. Kaxxnasi o0pa3oBaTe/ibHAasi OpraHu3anus 00si3aHa UMeTh:

a) CBOJHYIO HOMEHKJIATYpPY;

0) UHIMBUIYaIbHYI0 HOMEHKJIATYPY;

B) TUTIOBYIO HOMEHKJIATYPY.

31. 3a CckoJIBbKO AHell /10 MCIOJHEHUS] NMPOBOAAT NpeAyNpeauTebHbIH
KOHTPOJIb?




a) 1Ba;

0) onuH;

B) TpHU.

32. Pazneure/iiMHU B CIIPABOYHON KapTOTEKe CJIYKAT:

a) Ha3BaHMsI CTPYKTYPHBIX MMOAPA3ICICHHUIA;

0) HampaBJIEHUS JIEITEIIbHOCTH MPEANPUSITHS;

B) JIHU HEJIEH, MECsIIIa.

33. Ha ucxoasiiieM 10KyMeHTe PEKBU3UT «1aTAa» CTABUTCS:

a) COCTaBUTEIEM JJOKYMEHTA;

0) pu perucrpaiuu,

B) [1OCJIE TIOJIMTMCAHUS PYKOBOJIUTEIIEM.

34. Ecan B geJsie coaepkarcsi JOKYMEHTHI Pa3JIMYHON LHEHHOCTH, TO CPOK
XpaHeHUsl YCTAHABJINBAETCS:

a) OOJIBIIINIA;

0) MEHBIIHNI;

B) CpEHUM.

3aganus NI CAMOCTOATEILHOM Pad0ThI

3aganme 1. OdQopmMuTh BCE OTMETKH, KOTOPBIE CTaBAT Ha JIOKYMEHTE B
cootBerctBuM ¢ ['OCT P 7.0.97-2025. VYkaxutre MeCTOPACIOIOKEHUS ITUX
PEKBU3UTOB Ha Onanke ¢popmara A4.

3aganue 2. M300pasute cxemaTHueCKU KJIaCCU(UKALIUIO JOKYMEHTOB.

3aganme 3. Bpimumure Ha guct gopmata A4 Bce npaBuiia opopmMIICHHS
TEKCTa JOKYMEHTa: HWHTepBasibl, mpupThl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2025.

3aganue 4. CoctraButh U OGOPMUTH JOKIAAHYIO 3alHMCKy O HapyIIEHUU
TPYJAOBON JUCUUIUIMHBI paOOTHUKOM. Bce peKBU3UTHI U AJIEMEHTHI TEKCTa 100aBUTh
camoctoATeNnbHO. HanucaTte OOBSCHUTENBHYIO 3alKMCKy OT HMEHH pabOTHHUKA,
HapyLIUTENS TPYAOBON AUCIUIUIMHBI.

3apanme S. Hanmucarb oTBETHOE MUCHhMO-0J1ar0JapHOCTh HA MO3IpaBJICHHE.

2.2. OueHoYHbIEe CPeCTBA sl MPOMEKYTOUYHOM aTTecTauuu (3a4er)

Bonpocsl 1J1s1 IpoBeieHUs] 3a4eTa:

1. IToHsITHE «TOKYMEHT» U €T0 (PYHKIUH.

2. Knaccudukanus JOKyMEHTOB.

3. CymHOCTh M OCHOBHOE Ha3HAY€HHE JOKYMEHTAllMOHHOI'O oO0ecrneyeHus
JeSITeIbHOCTH Tejarora.

4. Cuctembl IOKYMEHTAIUU.

5. 3akoHOAaTeNnpHAs U HOPMATHUBHO-METOUYECKas 0a3a JOKYMEHTAIMOHHOTO
oOecrieueHust ynpaBJIeHHSL.

6. Dopmyssp TOKyMEHTA.

7. CocTaB peKBU3UTOB IOKyMEHTOB.

8. TpeboBanus Kk 0OPMIICHUIO PEKBU3UTOB JJOKYMEHTOB.

9. TpeboBanus K 6J1aHKaM JJOKYMEHTOB.



10. Cucrema JOKyMEHTAIIMM B 00pa30BaTEILHON OpTaHU3aIiH.

11. Opranuzanuionnbie J0KyMeHTbl cucteMbl OPJI. OOGmias xapakrepucTtuka u
Ha3HA4YCHHE JOKYMEHTOB.

12. Pacnopsnurensubie JokyMeHTHI cuctembl OPJI. O61mias xapakTepucTuka u
Ha3HA4YCHHE JOKYMEHTOB.

13. UadopmanioHHO-CIpaBOYHbIE  MOKyMeHThl cucteMbl OPJ[.  OoOmas
XapaKTEepUCTUKA U Ha3HAYEHUE TOKYMEHTOB.

14. JlenoBoe MMCbMO KaK OCHOBHOM BH/JI IIEPEMUCKH.

15. bnauku pis nucem. @opmylisp J€I0BOTO MUCHhMa.

16. OcobenHocTH 0(UIMATBHO-IEIOBOIO CTHIISI COCTaBJICHHUS TEKCTA JIEJIOBOTO
UChMa.

17. Buasl  ciay>keOHBIX ~ MHCEM,  COCTaBJSIONIME  OCHOBY  JIEJIOBOM
KOPPECTIOHICHITUH.

18. DnexTpoHHas nepenucka. IIEKTPOHHBIN JOKYMEHT.

19. Opranu3zanust JOKyMEHTO000poTa 00pa3oBaTEIbHON OpPraHU3alluH.

20. ®opmbl  opraHuzanuu pabOTBl C JOKyMEHTaMHu. JIOKyMEHTOOOOpOT.
JIOKyMEHTOIIOTOKH.

21. Tlopsimok 06pabOTKK BXOIAUINX JOKYMEHTOB. Perucrparust JOKyMeHTOB.

22. Tlopsimok 00pabOTKK UCXOAIIUX TOKYMEHTOB.

23. Ilopsinok paboThl C BHYTPEHHUMHU JJOKYMEHTaMHU.

24. Homenkiatypa Jen.

25. ®opmupoBanue,  odopmiieHHe,  XpaHEHHE A€l B TEKYyIIEeM
JEJOMPOU3BOICTBE.

26. Yuudukaius J0KyMEHTOB.

27. CrannapTu3anus JTOKyMEHTOB.

28. Hymepartusi MHOTOCTPaHHUYHOTO JOKYMEHTA.

29. lIpudTel, KeTaM U TOJIsI, MPpUMEHsIeMbIe TP 0OPMIICHUHU JOKYMEHTOB.

30. Pe3tome, aBToOMOTrpadusi, XapakTepuCTHKA: MOHITHE, Ha3HAUYEHUE, COCTaB
PEKBU3UTOB.

31. 3asBiieHUE: TTOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

32. CnyxeOHas 3amucKa: MOHATHE, Ha3HAUECHUE, COCTaB PEKBU3UTOB.

33. OObsicHUTENbHAS 3allMCKa: MOHITHE, Ha3HAYEHHE, COCTaB PEKBU3UTOB.

34. JloknanHas 3amucKa: MoHsATHE, Ha3HAYEHUE, COCTaB PEKBU3UTOB.

35. CrpaBka: OHSTHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

36. AKT, TPOTOKOJI: MIOHSTHE, HA3HAUYCHHUE, COCTAB PEKBU3UTOB.

37. Ilpuka3s, pacnopsikeHHe: MOHSATHE, Ha3HAYCHHE, COCTaB PEKBU3UTOB.

38. [Ipuka3 no TMYHOMY COCTaBY: MOHATHE, HA3HAUYEHUE, COCTAB PEKBU3UTOB.

39. YcraB, moyioKeHNE: TIOHITHE, Ha3HAYCHHUE, COCTaB PEKBU3UTOB.

40. omxHOCTHAS MHCTPYKIIMS: TIOHSITHE, HA3HAYEHHUE, COCTaB PEKBU3UTOB.

41. UHcTtpykuus 1O JAEJNONPOU3BOJACTBY: TMOHSTHE, Ha3HA4Y€HHE, COCTaB
PEKBU3HUTOB.

42. [lpaBuna: noHsATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

43. KonneKkTUBHBIN TOTOBOP: IOHATHE, HA3HAYEHHE, COCTAaB PEKBU3UTOB.

44, OcoOGEHHOCTH COCTaBJIECHUS TEKCTa IMIPOTOKOJIA.

45. OcoOEHHOCTH COCTaBJIEHHUS TEKCTa IIpUKa3a.



46. PexBu3uThl TE€pO, sMOIeMa, TOBapHBIM 3HAK (3HAK OOCITY>XKMBaHHS), KOJ
(dbOpMBI TOKYMEHTA.

47. PeKBU3UT HAWUMCHOBAHHWE OpraHW3alli¥, HAWMCHOBAHHE CTPYKTYpPHOTO
No/ipa3/ieJICHus], HANMEHOBAHUE JJOMKHOCTH JIUIIA.

48. PexBU3UT CIpaBOYHbBIC JTAaHHBIC 00 OpraHU3aIuu.

49. PexBU3UT HAMMEHOBAHUE BUIA TOKYMEHTA.

50. PexBu3uT N1aTta TOKyMEHTA.

51. PEeKBU3UT pErucTpallMOHHBII HOMEp JOKYMEHTA.

52. PekBU3HUT CChUIKA HA PETUCTPAIMOHHBIM HOMEpP M JaTy MOCTYIHBIIETO
JIOKyMEHTA.

53. PekBU3UT MECTO COCTaBICHUS (M3AaHMS) TOKYMEHTA.

54. PexkBu3uT rpud orpaHUYECHHs IOCTYIA K TOKYMEHTY.

55. PekBu3sur aapecar.

56. PexBusut rpud yTBep>KIAeHUS JOKYMEHTA.

57. PexBU3HT 3arojioBOK K TEKCTY.

58. PekBU3UT TEKCT TOKYMEHTA.

59. PexBU3HUT OTMETKA O IPHIIOKESHUH.

60. PexBusut rpud corimacoBaHUs JOKYMEHTA.

61. PexBusur Bu3a.

62. PEKBU3UT ITOAMNUCH.

63. PekBu3nuT 0TMETKA 00 SJIEKTPOHHON TTOIHCH.

64. PekBU3UT MeyaTh.

65. PekBU3HT 0TMETKA 00 HCTIOTHUTEIIE.

66. PekBU3UT OTMETKA O 3aBEPEHUU KOIIUU.

67. PEekBU3HUT OTMETKA O MIOCTYIUICHUH JIOKYMEHTA.

68. PekBU3UT pe30TIOIHSI.

69. PexkBU3UT OTMETKA O KOHTPOJIE.

70. PekBU3HT OTMETKA O HAPABJIICHUH JJOKYMEHTA B JIEJIO.



