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1. HACHIOPT ®OHIA OIIEHOYHbBIX CPEACTB

1.1. O61acTh NPUMEHEHHA

®onpa omeHouHblx cpeactB (POC) — HeoThemieMas dYacTh pabouei
MIPOTPAMMBI JUCITUTUTHHBI (MO TyJ1s1) CUCTEMBI DJIEKTPOHHOTO JOKYMEHTO000pOTa 1
NpEeIHA3HAYEH JJIs1 KOHTPOJISI U OLIEHKH 00pa30BaTEIbHbIX JOCTUKEHUN CTYIEHTOB,
OCBOMBIIIMX POrPaAMMY TUCHUTIIMHBI (MOIYJIs).

1.2. Hesaun u 3a1a4u (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBHE YPOBHS MOJTOTOBKH 00YUalOIIErocs
tpeboBanusiM PI'OC BO OakanaBpuar / coenuanurer / Marucrparypa 1o
HanpasieHuto nmoarotoBku 09.03.04 IlporpaMmHas WHXEHEPHs, YTBEPKIACHHOIO
npukazoM MuHucTepcTBa oOpa3oBanusa U Hayku Poccuiickoit ®@eneparnuu ot 19
ceHTsiops 2017 1. Ne 920 (¢ u3BMEHEHUSAMU U JTOTTOJTHCHHUSIMH ).

1.3. Ilepeyennb kommeTeHUUil, GopMHpPyeMbIX B Npoliecce OCBOEHHUSI
OCHOBHOI1 00pa30BaTe/IbHOI POrpaMMBbI
[Ipouiecc ocBOEHUsT AUCUUILIIMHBI HAITPaBJIEH Ha (POPMUPOBAHUE CIIETYOLIUX

KOMHCTGHHI/Iﬁ N HHAUKATOPOB UX NOCTHUIKCHMA:

Ko mo ®I'OC BO ‘ NHauKaTop 10CTHKEHHUS
YHUuBEpCcaIbHbIE

VYK-4.1. 3naeT: npuHUUIIBI KOMMYHHUKAILIUU B
npodeccuoHaabHOl chepe,
KOMMYHHUKAI[HOHHBIE TEXHOJIOTHUHU B
MpoeCCHOHAIBHOM B3aUMO/ICHCTBUY;
3Ha4eHHWEe KOMMYHMKAIIUU B
MpoeCCHOHAIBHOM B3aUMO/ICHCTBUY;
COBpPEMEHHBIE CPeCTBA HH(OPMAIIMOHHO-
KOMMYHUKAIIHOHHBIX TEXHOJIOTHIA

VK-4.2. YMeer: co3naBaTh Ha PyCCKOM U
MHOCTPAaHHOM SI3bIKE MMCHhbMEHHBIE TEKCTHI
HAYYHOT'O M O(HUIHATIBHO-/IEJIOBOTO CTHIICH
pedu o npoQeccruoHaIbHBIM BOIIPOCAM.
[Tpon3BONTH PEIAKTOPCKYIO U
KOPPEKTOPCKYIO MPABKY TEKCTOB HAYYHOTO U
o(pUIIMaNBbHO-IEIOBOTO CTHWJIEH peyd Ha
PYCCKOM U MHOCTPAHHOM SI3BIKE.
Hcnonb30BaTh TEXHOIOTUN (POPMHUPOBAHUS
CHCTEMBI KOMMYHUKAIMH. aHATTN3UPOBATh
CHCTEMY KOMMYHUKAIIMOHHBIX CBSA3EH B
OpraHu3aluu

VK-4.3. Bnaneer: peanu3aiueil cnoco0os
YCTHOW U MHCHBMEHHOW BUIOB
KOMMYHHUKAI[MM, B TOM YHCJE Ha
WHOCTPAaHHOM SI3bIKE, IPEACTABICHUEM
IUTAaHOB U PE3YJIbTAaTOB MPOQPEeCCHOHATBHOM
JIESITEJIbBHOCTH C UCIOJIb30BaHUEM

VYK-4. Cnoco0OeH oCylIecTBIATh JeTOBYIO
KOMMYHHKAIMIO B YCTHON U TUCBMEHHOMN
(dopmax Ha roCyJapCTBEHHOM SI3bIKe
Poccuiickoit @deaepanuu 1 UHOCTPaHHOM(BIX)
SI3bIKe(ax)




‘ KOMMYHHKATUBHBIX TEXHOJIOTUI

O6menpodeccuoHaabHbIE

ITpodeccuonabHbIC

1.4. Jranbl ¢GopMHpPOBAHMA KOMIETEHLUMII M CPeJICTBAa OLEHMBAHUS
YPOBHS X ¢)OPMHPOBAHHOCTH

Jrtansl popmupoBanusa KomnereHuui | Komnerenuun KoHTpo/ibHO-011¢HOYHBIE
cpeacTBa / cnocod OneHUBAHUSA

Tema 1. BBenenue B CUCTEMEI YK-4 Brinonnenue MPAKTUYECKHUX

ANEKTPOHHOTO JJOKYMEHTO000pOTA. pabot

Tema 2. IIponecc ynpabiieHUs YK-4 Brinosnnenue MPAKTUYECKHUX

JOKYMEHTaMH. pabor

Tewma 3. [IpoekTupoBanue nokymeHToB. | YK-4 Brinosnnenue MPAKTUYECKUX
pabot

Tema 4. KopriopatuBHbie cucTeMbl YK-4 Brinonnenue MPaKTUYECKHUX

3JIEKTPOHHOTO IOKYMEHTO000pPOTA. pabor

Tewma 5. FOpunnuecku 3HaUMMBbIN YK-4 Brinosnnenue MPAKTUYECKUX

ANEKTPOHHBIN JOKYMEHTOOOOPOT. pabot

Tema 6. OGnauHble TEXHOJIOTUU YK-4 Brinonnenue MPaKTUYECKHUX

JIOKyMEHTO000pOTa. pabor

Texymas aTTecTanus YK-4 KonTponbnas pabora

IIpome:xxyTouHasi arTecTanus YK-4

1.5. Onucanue nokasareseil GopMUpoOBaHUS KOMIIETEHIUH

Koa xomnerennuu

PesyibTarhl chOPMHPOBAHHOCTH

VYK-4. Cnoco0GeH ocCyIIecTBIATh
JENIOBYI0 ~ KOMMYHHMKAallMI0 B
YCTHOM M MUCbMEHHOH (hopMax Ha
rocyJapCTBEHHOM S3BIKE
Poccuiickoii Oenepauuu "
MHOCTPAaHHOM(BIX) sI3bIKE(ax)

VYK-4.1. 3Haer: nOpuHUIMOBI KOMMYHHMKAallMM B
npodeccroHanbHOI cdepe, KOMMYHHKaI{MOHHBIE
TEXHOJIOTUM B MpPO(EeCCHOHATBHOM B3aUMOJICHCTBUN;
3HaYeHWE KOMMYHHKAIMH B  NPOPECCHOHATHHOM
B3aUMO/ICHCTBHH; COBpPEMEHHBIE cpeacTsa
WH(POPMAIIMOHHO-KOMMYHHKAITMOHHBIX TEXHOJIOTH
VYK-4.2. Vmeer: co3naBaTh Ha pyCCKOM U MHOCTPAHHOM
SI3bIKE NMHUCHMEHHBIE TEKCTHl HAYYHOTO M O(HIIHAIBHO-
JIeIOBOr0  CTWJIEH peurn 1o  MpohecCHOHATbHBIM
BOITPOCAM. IIpou3BoauTh PEOAKTOPCKYIO 51
KOPPEKTOPCKYI0 ~ TpaBKy  TEKCTOB  HAy4yHOro U
Oo(pULIMaAIBHO-JEIOBOIO CTWJIEH pEeYd Ha PYCCKOM U
WHOCTPaHHOM  si3bIke.  Mcmonb30BaTh  TEXHOJIOTUHU
(bopmupoBaHUs CHCTEMBI KOMMYHUKAITUH.
aHAJM3UPOBATh CUCTEMY KOMMYHHUKAIIMOHHBIX CBs3ed B
OpraHu3au

YK-4.3. Bnageer: peanusanueil cnocoOOoB yCTHOH u




WHOCTPaHHOM
pe3yabTaTOB

A3BIKE,
npodeccnoHaTbHOMI

MMHUCHbMEHHOMI BUJI0OB KOMMYHHKAIMK, B TOM YHCJIC Ha
OpeACTaBJICHUEM IIJIAHOB U
JACATCIIBHOCTHU C
HCITIOJIb30BAHNEM KOMMYHHUKATHBHBIX TEXHOJIOTHI

1.6. Kpl/ITele/l OICHUBAaHUA KOMHeTeHIII/Iﬁ Ha PpasHbIX I3Talmax Hx
(¢popMupoBanusn
Bua yueOHo# padoThI \ KouunyecTBo 02/1510B
4 cemectp
0P0 0-390 300
OdopmiieHre 0TYETOB 1O JTAOOPATOPHBIM 30 6ayutoB -
pabotam
PaboTa Ha 1a00paTOPHBIX 3aHATHSIX 30 6ayutoB - --
BrinonaHeHne TeCTOBLIX 3aJaHUuN - - -
BrinonHenue 3agannil caMOCTOSITEILHON 10 0atoB - -
paboThI
30 6amioB - -
HToro 3a cemectp: 100 6amnoB - -
Bcero 100 GamoB
HakonureabHas cucremMa oneHuBanus no 100-6a1ibHoi mkaJie
Yeroipexodali- 100- BykBennas mkana, coorsercrsyromas 100- Cucrema
JbHAs cucTeMa |0ajJIbHasA 0aJIbHOM IKaJIe OlLleHUBAHUS
OlleHUBAHUS HKaJja 3ayera
IK3aMeHa
OTau4HO 90-100 A — OTJINYHO — TEOPETUYECKOE COJIepKaHne Kypca
OCBOCHO IMOJTHOCTBIO0, 0€3 mpoOesoB; HEOOXOIUMEIC
MPAKTUYECKHE HABBIKU PaOOTHI C OCBOCHHBIM
MaTepraioM c)OPMHUPOBAHBI; BCE
MpeyCMOTPEHHbIE MPOTrpaMMoi 00ydeHUs
yUeOHBIC 3a]JaHVsI BBIITOJIHEHBI, KAUECTBO UX
BBITIOJTHEHHS OIEHEHO YHCIIOM 0aiioB, OJMH3KUM K
MaKCHUMaJbHOMY
Xoporio 83-89  |B — oueHB XOPOIIO — TEOPETUIECKOE COJICPIKAHUE
Kypca OCBOCHO MOJTHOCTHIO, 6€3 MpOoOenoB;
HE0OX0JUMbIE TPAKTUUECKUE HABBIKU pabOTHI C
OCBO€HHBIM MaTEpHalioM B OCHOBHOM
c(hOpMHUPOBAHKI; BCE MPEYCMOTPEHHBIC
MporpaMMoil 00ydeHus yueOHbIe 3a/1aHus
BBITIOJTHEHBI, KAYECTBO BBIMIOJTHCHHSI OOJIBITUHCTBA
M3 HUX OLICHEHO YKCJIOM 0ajjIoB, OJIU3KUM
K MaKCUMaJbHOMY 3auTeHo
Xoporio 75-82 C — X0po1I0 — TEOPETUYECKOE COJIEpKaHUE Kypca
OCBOCHO ITOJTHOCTBIO; HEKOTOPBIC IPAKTHUCCKHE
HAaBBIKK Pa0OTHI C OCBOCHHBIM MAaTEPUAIOM
c(hOpMHPOBAHBI HEIOCTATOYHO; BCE
MpeIyCMOTPEHHBIE TIPOTPaMMOii 00yUIeHHUS
y4eOHBIC 3aJIaHUS BBITIOJTHCHBI, KAY€CTBO
BBITIOTHEHUS] HU OJIHOTO M3 HUX HE OLIEHEHO
MUHUMAJTBHBIM YHCIIOM 0aJIJIOB, HEKOTOPBIC BUIBI
3aJlaHu# BBIMOJIHEHBI C OMIMOKAMHU




VY nosnerso- 63-74 D — y10B1eTBOPUTEIBHO — TEOPETUUECKOE
pHUTEITHHO coJiepKaHue TUCITUILTUHBI OCBOCHO YaCTUYHO, HO

poOesbl He HOCAT CYIIECTBEHHOTO XapaKTepa;

HE00XOIMMbIC TIPAKTUYECKUE HABBIKU PAOOTHI

C OCBOGHHBIM MaTE€pHaJIOM B OCHOBHOM

c(hopMHUPOBaHBI; OOJIBIIUHCTBO

MIPEIYyCMOTPEHHBIX POTPaMMON 00yUYSHHS

y4eOHBIX 33J]aHUH BBITOJHEHO, HEKOTOPHIC

13 BBIMOJIHEHHBIX 33JJaHUH, COAEPIKAT OMIMOKU

VY noBierBo- 50-62 E — mocpencTBeHHO — TEOpETUUYECKOE
PUTEIILHO coJiep’KaHue Kypca OCBOCHO YaCTHYHO;

HEKOTOPBIC MTPAKTUYECCKHE HABBIKH PA0OTHI

He c(OPMHUPOBAHBI, MHOTHE TTPEyCMOTPCHHBIE

MPOrpaMMOi 00y4YeHHs YUCOHBIC 3a1aHUs

HE BBIMIOJIHEHEI JIH00 Ka4eCTBO BEIITOIHEHUS

HEKOTOPBIX U3 HUX OIICHEHO YHCIOM 0aJIIOB,

OJIM3KUM K MUHUMAJIBHOMY

Heynosnerso- 21-49 FX — Hey10BIETBOPUTENILHO — TEOPETHUECKOE
PHUTEIIBHO coJiep’KaHue Kypca OCBOCHO YaCTHYHO; He 3aureno
HEO0OXOIUMBIC ITPAKTUIECKHE HABBIKH PA0OTHI
HEe COPMUPOBAHBI; OOJIBITUHCTBO
MPEYCMOTPEHHBIX MPOTrPaMMON 00yUYCHHS
y4eOHBIX 3aaHUI HE BBIMTOJIHECHO JINOO Ka4eCTBO
MX BBIIIOJHEHHS OI[EHEHO YHCIOM 0aJlIOB,
OJIM3KUM K MUHUMAIIBHOMY; TTPH
JIOTIOJTHUTEIbHON CaMOCTOSITEIIbHOM padoTe Hal
MaTepHUaIOM Kypca BO3MOXHO MOBBIIICHHE
KauyeCTBa BBIMOJIHCHUS YUCOHBIX 3aIaHUN

HeynosnerBo- 0-20 F — Hey1OBIETBOPUTEIIEHO — TEOPETHUECKOE
PHUTEIBHO coJiepKaHue Kypca He OCBOCHO; HEOOXOIMMBbIC
MPAKTUYCCKHE HABBIKK PAOOTHI

He chopMUPOBaHBI; BCE BBHITIOJIHCHHBIC yUeOHBIC
3a/IaHMsl COJIEPKAT IPyObIe OITMOKH,
JIOTIOJTHUTEJIbHASI CAMOCTOSTENIbHAS padoTa HaJl
MaTepHalioM Kypca He MPHUBEICT K KAaKOMY-THO0
3HaYMMOMY TIOBBIIICHUIO KAUeCTBA BHIMIOJIHEHUS
y4eOHBIX 3aJJaHuM




2. KOHTPOJIBHO-OLEHOYHBIE CPEJCTBA

2.1. OueHoYHbIE CPeACTBA TEKYIEr0 KOHTPOJIA (THIIOBbIE)

Bomnpock! a1t TeKyniero KOHTpOoJIs:

1. JlaiiTe onpeneneHue MOHITHS «TOKYMEHT.

2. Packpoiite nonstue «0Y». Hazopute npodeccuonaibHble TEPMUHBI U
onpeeneHus B 00JacTH JAeJIONPOU3BOICTBA.

3. HazoBute u packpoiiTe QyHKIIMHA JOKYMEHTOB.

4. Kakue 0CHOBHbBIE 3aKOHBI B 00JIACTH OpraHu3aliy J€I0MPOU3BOCTBA BbI
3Haete? HazoBute comepxkaHue MakeTra o00sA3aTEIbHBIX 3aKOHOJATENbHBIX U
HOPMATHUBHBIX JOKYMEHTOB B oOmnactu [JOVY.

5. Ha3zoBute mnpaBuia yTBEp)KIEHUS JOKYMEHTOB. TpeOoBaHud U
odopMmieHHE.

6. Kakue pekBU3UTHI ABISIIOTCS «IOPUAMYECKU 3HaYMMbIMU»? [IpaBuiia ux
oopmiieHus. YTo BKIItOUaeT B ce0sl MOHATHE «IIPABOBasi OXpaHa JOKYMEHTOB»?

7. TlpuBenute mpuMepbl JOKYMEHTOB, KOTOPbIE MOJIEKAT YTBEPKACHUIO U
Ha KOTOPBIX CTaBUTCA Nedarh. Kak 0(opMIISIOTCS IEPEYHHN TaKUX JOKYMEHTOB?

8. HazoBute 3aKk0H, B COOTBETCTBUU C KOTOPBIM O(GOPMIISIOT PEKBU3UTHI
nokymeHToB cucteMbl OP/I. /laTta BBeieHHE 1 4TO OH ycTaHaBiauBaeT. Ha3oBure Bce
PEKBU3UTHI.

9. HazoBute pekBHU3UTHI 00IIero Omanka u OjmaHka ja muchMa. [IpaBuia
opopmiienusi. Kakue Buabl OnaHkOB Bbl 3HaeTe? B yeM ocoOeHHOCTh OJiaHKa
JOJDKHOCTHOTO JInIa?

10. CormacoBanue u BuzupoBanue. HazoBuTe BUIBI M CPOKH COTIACOBAHUA,
Y BU3UPOBAHHUE TOKYMEHTOB.

11. Pacckaxxute 0 medarax W LITammnax NpeanpusTiii u opranuszanuii. Ha
KaKuX JIOKYMEHTax cTaBiTcs mnedarh? Kakue TpeOoBaHUS TNPEIBABISIOT K
UCIOJIb30BaHUIO TepOOBOI neuaT?

12. PackpoiiTe comepxaHue MOHATUS «ymnpasieHue». HazoBute cucreMbl
JOKYMEHTOB ympaBieHus. Packpoiite nonsatue «OPJl». Kakue rpynmnsl U BUIbI
JIOKyMeHTOB BxoAsT B OP/]?

13. Pacckaxxure 00 0COOCHHOCTSIX 3JIEKTPOHHOIO JIOKYMEHTA, DJICKTPOHHOM
NEPENUCKU U TpeOOBAaHUAX, IPEIBABIAEMbIX K HEH.

14. B yeM ocobenHoctH OiaHka 1jist mucbMma? HazoBuTe pekBU3UTHI OiaHKa
JUTSl TUChbMA U PEKBU3UTHI CIY>KEOHOTO MUChMA.

15. Yto persaMeHTHpPYeT THUIIOBAass HHCTPYKUHUSA MO JIE€JIONPOU3BOJCTBY?
JlaiiTe XapakTepUCTUKY OpraHU3alMOHHBIM JOKYMEHTAM U Ha30BUTE UX BUJIBI.

16. HazoBute BHabl WH(OPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JalTe
XapaKTEPUCTUKY KaxaoMy Buay. [IpuBenuTe u3BecTHbIC BaM BUIbl PETUCTPALUU.

17. JlaliTe XapaKTEPUCTUKY YUPEIUTEIbHBIM JOKYMEHTaM U YCTaBy
npeanpusitua. Kakue Buabl ycTaBoB Bbl 3HaeTE?

18. Jaiite xapaktepuctuky JAokyMeHTy «llomoxxeHue» u Ha3oBHUTE
CTPYKTYPHBIE€ YAaCTH TEKCTA JOKYMEHTA U €r0 COACPKAHUS.

19. Jaiite xapakTtepucTuky JokymeHty «UWuctpykuus». [IpuBeaute
npuMepbl. JIoMKHOCTHAsE HWHCTPYKLHUA, CTpyKTypa Tekcta. OdopmiieHue.
O3HakOMJICHHE.



20. lltatnoe pacnucanne (OCOOEHHOCTH COCTaBJICHHS, OGOPMIICHUS.
TpeboBanue K UCMOIB30BAHNIO YHUDUITUPOBAHHBIX (HOPM.

21. TlpaBuna BHYTpPEHHEro TpynoBoro pacnopsiaka u Ilomoxxenue o
nepcoHaIe.

22. JlaiiTe XapakTEepUCTUKY PaCTIOPSTUTEIbHBIM TJOKYMEHTAM.

23. HazoBute BHUIBI pPACIOPSIUTENBHBIX JOKYMEHTOB U OCOOCHHOCTH
Kaxoro. HazoBuTe cTpyKTypHBIE YaCTH TEKCTA PACHOPSIUTEIbHBIX TOKYMEHTOB,
odopmiieHrE peaMOyIIbl U paCTIOPSAUTEILHON YaCcTH.

24. B yem ocoOeHHOCTH CIyXeOHBIX mrceM? HazoBuTe BHIBI CIYKEOHBIX
nuceM. Kakue TpeOoBaHUs MPEABSIBISIIOTCS K TEKCTY CIY>KEOHBIX MuceM?

25. HazoBute mpaBuia oGoOpMIIGHHS pEKBU3UTA «ajapecaty». Buubl
aJipecoBaHUs.

26. YTo BXOAWT B TIOHATHE «IIPOBEICHUE HKCIEPTU3bl ILIEHHOCTHU

JIOKYMEHTa»?

27. PackpoiiTe OHATHSA «IOKYMEHTOOOOPOT», «IOKYMEHTOMOTOKM». JlaiiTe
XapaKTEPUCTUKY KaXJIOMy BHUAY JOKYMEHTOIOTOKA, YKOKHTE HUX OCOOCHHOCTH.
Kakum 06pa3oM onpezaensercss JOKyMEHTO000POT NpeanpusaTus’?

28. Homenknatypa nen. 3Hauenue. Cocrapienue. Buibl HOMEHKIATYPBHI.

29. IlogroToBka TOKyMEHTOB K cllady€ B BEJOMCTBEHHbIN apxuB. Cnaua
JIOKyMEHTOB B apXWB opranuzauuu. Onucu JOKyMEHTOB, HaXOIAIIMXCSA B JIEJE.
®dopMa u coziepkaHue akTa 00 YHUUTOXKEHUU TOKYMEHTOB U JEll.

30. Kakne mokyMmeHTHl He momjexar peructpanuu? Kak u 3auem Begercs
YYET TaKUX MOCTYIIJIEHUN?

31. PacckaxuTe 0 BUAaX BXOMASIIUX, UCXOASAIINX BHYTPEHHHUX JTOKYMEHTAX.
JoxymenTtoB. [lpuBeaure Qopmbl KypHaTbHOM peructpauuu. Pacckaxure o
peructpanuu ¢ nomousro PKK n aBromaTtu3npoBanHoi.

32. Yrto BKIIIOYAET B ce0s MOHATHE «KPOPMUPOBAHUS» U «ODOPMIICHUSDY Ae?
HazoBute npuszHaku opopmiieHus: 00JI0KKU JIeT.

33. Cpoku XxpaHeHus JOKYMEHTOB B 3aBUCUMOCTH WX 3HaunMocTH. HazoBute
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OIPEAEIISIOT CPOKH XPAHEHHUS.

34. Yto BKIIIOYAET B ceOS MOHITHE IOATOTOBKA JOKYMEHTOB K apXHUBHOMY
xpaHeHuo»? OyHKIMHU, 3a1a4d U OTBETCTBEHHOCTh JK.

2.2. OueHoYHbIE CPeACTBA /sl IPOMEKYTOYHON aTTeCTANNH

Bormpocs! jy1st mpoBeieHUsT aTTeCTaIiuu

1. IlpaBujibHasl MOC/I€I0BATEIbHOCTH HAMUCAHUS 3JI€MEHTOB MOYTOBOIO
ajjpeca Ha NMOYTOBBIX OTNPABJIEHUAX:

a) MOYTOBBIN UHJIEKC;

0) HaMMEHOBaHUE ajpecara;

B) HOMEpP KBapTHUPBHI;

') Ha3BaHWE HACEJICHHOTO MYHKTA;

1) Ha3BaHUE 00J1acTH, Kpasi, peCIyOInKH;



€) CTpaHa;

) HOMED JI0Ma;

3) HA3BAHHE YJIUILIBL.

2. YHupuuupoBaHHas CUCTEMA JOKYMEHTALMHU — 3TO:

a) cucTemMa JJOKyMEHTAalluH, CO3/JaHHas 110 eIMHBIM MpaBUIaM U TPEOOBAHUSM,
coaepkamiasi MH(OPMAIKI0, HEOOXOAUMYIO ISl YIpPaBICHUS B OMpPEIEICHHON
cdepe AesITeNbHOCTY;

0) yaupuuupoBaHHble (OPMBI JOKYMEHTOB, CHUCTEMATU3UPOBAaHHBIE II0
(GYHKIUAM YIIpaBJICHUS;

B) COBOKYITHOCTb JJOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C PEIIAEMbIMU

JIOKYMEHTaMHU;

') COBOKYITHOCTh JOKYMEHTOB, CBsI3aHHAas €IMHOOOpa3HBIMHU TIPaBHIIAMH
odopMIICHHUS.

3. Bo3M0:KHOCTH HCNO0JIb30BaHUs (haKkcHUMUJIe KAK COOCTBEHHOW MOAMUCH
perjiaMeHTHPYeTCs:

a) TpaXXJIaHCKUM KoJiekcoMm PD;

0) mpaBUJIaMU JEJIONPOU3BOJICTBA B (peepanbHbIX OpraHax UCHOJIHUTEIbHOM
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JJAHKOB COOTBETCTBYeT IaHHBI HA00pP PeKBU3UTOB?

a) locymapctBennbiii  repd Poccuiickoit ®enepanun, r1ep0d cyObekTa
Poccuiickoit ®enepanuu, »sMOieMa OpraHu3allud, TOBapHBIM 3HAaK (3HAK
oOCITy>KUBaHMS), JaTa, HOMEP, MECTO COCTaBJICHUS WM U3TaHMUS;

0) OJ1TaHK TTUCHMa;

B) 00mIMii OJaHK;

r) OJJaHK KOHKPETHOT'O BHU/Ia JOKYMEHTA.

5. Ilopsinok HAMUCAHMS OYTOBOIO A/IpeCa YCTAHOBJICH:

a) B [IpaBunax nenonpou3BoACTBa B (peAepalibHbIX OPraHaAX MCIIOJIHUTEIbHON
BJIACTH;

6)B 'OCT P 7.0.97-2016;

B) B [IpaBuiax okazaHus ycayr mOYTOBOM CBS3H.

6. PexkBU3HUT «BU32» MOKET BKJIKOYATh:

a) TOJDKHOCTh BU3HUPYIOIIET0, €ro MOAMHUCH, paciiudpoBKy (MHUIUATIBI U
dbamuns) u 1arty;

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

B) IOJKHOCTh, IOAMUCH AaTy;

I') IOJDKHOCTB, OJNUCH, pactmdpoBky nogmnucu (d. U. O.).

7. 'epOoBasi me4yaThb NPOCTABJISAETCH HA MUCHBMAX:

a) peKJIaMHbIX;

0) HAaMOMUHAHUSIX;

B) MPUTJIAIICHUSX;

I') rapaHTUITHBIX;

1) ”HGOPMALIMOHHBIX.

8. TekcT [AOKYMEHTOB COCTABJISIIOT HA TOCYIApPCTBEHHOM SI3bIKe
Poccuiickoii ®eaepanuy WIH HAa TOCYJAPCTBEHHBIX $3bIKAX CY0bEKTOB
Poccuiickoit @egepauu B COOTBETCTBUM C:



a) MpaBWJIa JIEJOMPOU3BOJCTBA B (pelepalbHBIX OpraHax HCIOJHUTEIbHOM
BJIACTH;

0) 3akonoxarenscTBoM Poccuiickoit denepaunn u cyObekToB Poccuiickoi
denepannu;

B) ['CJIOY;

') TUIIOBOM MHCTPYKIIMEHN MO I€IONPOU3BO/JICTRY.

9. lesb10 CTAHAAPTU3AIUM TOKYMEHTOB SIBJISIETCS:

a) IOPUINYECKOE 3aKPEIUICHUE PE3YIbTATOB YHU(DUKAIIUN JOKYMEHTOB;

0) pa3paboTka HOMEHKJIATYPY JIeTT;

B) cUCTeMaTH3allks JOKyMEHTOB B OpraHU3alluy;

r) oOecrieyeHre COXPaHHOCTH JOKYMEHTOB;

1) 3aIuTa KOHOUICHITNATLHOCTH HH(POpMAIIIH.

10. Ykakure BapHaHT OTBETOB, B KOTOPOM NPABMJbLHO HA3BaHbI
PEKBU3UTHI 0JIAHKA MUCHbMA:

a) (repd, »MOnemMa), KOJI OpraHu3alMyd, HAUMEHOBAHUS OpraHu3alluy,
CIIPaBOYHBIC JTaHHBIE OO0 OpraHu3anuu, Koa (QOpMBI TOKyMEHTa, MECTO IS
MPOCTABIICHUS JaThl JOKYMEHTa, MECTO IS MPOCTABICHUS PETHCTPAIMOHHOTO
HOMEpaA TIOKyMEHTA, CChIJIKa Ha HOMED U JaTy BXOJSIIETO TOKYMEHTA;

0) (repb, sMmOiiemMa), HAMMEHOBAHUSI OpTraHMW3allMK, KOJ OpraHu3aluu, JaTa
JIOKyMEHTa, MECTO JUIsl MPOCTaBIICHUS PETUCTPAIIMOHHOTO HOMEpa JIOKYMEHTa,
MECTO M3J]aHus JOKYMEHTA, CChUIKA HAa HOMEP U JIaTy BXOJAIIETO TOKYMEHTA;

B) (rep0, »MOjeMa), HaWMMEHOBAHMS OpraHHW3allM¥, HAWUMCHOBAHUS BHUJA
JIOKYMEHTA, JlaTa JOKYMEHTOB, KOJi (OpMbI JJOKYMEHTA, MECTO JIJIsl TIPOCTABIICHUS
PErUCTPallUOHHOTO HOMEpa JOKYMEHTa, CIPaBOYHBIE JIaHHbIE 00 OpraHU3allUH,
CChUIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, smOnemMa), HAaMMEHOBAHUS OpraHU3allMM, CIPABOYHBIC JaHHBIE 00
opranuzanuu, koj opranumzaunu OI'PH, Mecto pmns mnpocraBieHust — 1aThl
JIOKyMEHTa, MECTO JUIsl TIPOCTABIICHUS PETHUCTPAIIMOHHOTO HOMEpa JIOKYMCHTA,
CCBhIIKA Ha HOMEP | JIaTy BXOJAIIETO JOKYMEHTA, MECTO JIJIS 3aT0JIOBKa K TEKCTY.

11. K opranu3anmoHHbIM JOKYMEHTAM OTHOCATCSH:
a) TPOTOKOJI,
0) ycrTas;

B) HMHCTPYKIIHS,
I) [OCTaHOBJICHUE;
N) TOJOKECHUE.
12. K pekBM3MTaM NPUKA3a OTHOCATCSH:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3alINU;
B) HaWMMEHOBAaHHE BUJA JOKYMEHTA;
I) 3arojioBOK K TEKCTY, TEKCT;
n) rpud yTBEpKICHUS;
€) TIOAIHUCH.
13. AKTBI cO31210TCS:
a) KOJUIETHAJIBHO;
0) Ha OmaHkax;
B) Ha COBEIaHUU;
I)  BBIIECTOAIICH OPTaHU3AIIME.



14. HopMaTuBHBIM aKT, M3JaBaeMblii JHPEKTOPOM 00pa30BaTeJbLHOI
OPraHU3alMU WIH YUPE:KIeHUsl, 3TO:
a) MpuUKa3;
0) TIOJIOXKCHHE,
B) PpACIOpPSIKEHUE;
I) PpEIICHHUE.

15. Bo Bpemsi NPOM3BOACTBEHHOI'0 COBEIIAHMA Y JMPEKTOPA CeKpeTapb
3aNMCbIBAJ BBICTYIUICHHS M NPUHATHE pemieHusd. Kakol JOKyMeHT ciieayer
0()OpMHUTH 10 UTOI'aM 3aceJaHus?

a) [Iporokou;

0) pelieHue;

B) pPacopsKEHUE;

I') IPOTOKOJI, PELLIEHUE U PACIOPSLKEHHUE;

1) 10 YCMOTPEHUIO HAYaJIbCTBA.

16. PexkBu3uTAMH BHElIHEH CIIPABKHU SIBJISIETCS:

a) Ievarh;

0) IOAINCE;

B) HAUMEHOBAHUE BUJIA JOKYMEHTA,

r) ajpecar;

1) HAMMEHOBaHUE OpPraHU3aLlu;

€) CCBUIKA Ha JaTy PErUCTPAalMOHHBIA HOMED.

17. ®@axkc oTiin4aercsi OT NMCbMA MO 0)OPMIICHHIO TEM, YTO:

a) SIBJISIETCS HE MOJJIMHHUKOM, a KOIIUEN JOKYMEHTA,

0) COEPKUT PsiZ JOTIOJIHUTENbHBIX PEKBU3UTOB;

B) IeyaTaeTcs Ha Tenedakce;

') HE MOXKET OBITh 3aBEPEH NE€YAThHIO.

18. Boigenure U3 KakKuX pa3gesioB COCTOMT TEKCT NMPUKA3a M0 OCHOBHOM
AesITeJIbHOCTH:

a) KOHCTaTUPYIOUIUHI U pacloOPsANTENbHbIN;

0) KOHCTATUPYIOIIUMA U TTOCTAHOBJISIIOIIINIA;

B) KOHCTATUPYIOIIUI U TIPeAJIararoiuii;

I') OCHOBHOM M KOHCTaTUPYIOIIUH.

19. Beigeanre, B KaKOM H3 BHAOB JOKYMCHTOB He€ IPOCTABJISIIOTCH
PEKBU3UT HAUMCHOBAHMS BH/IA IOKYMEHTA.

a) 3asBJICHUE;

0) ciry»keOHOe TTHCHhMO;

B) JIOKJIQ/THAS 3aITHCKa,

I') TOJDKHOCTHASI MHCTPYKIIUS.

20. Pacnpenenure yka3aHHble HHMKE JOKYMEHTbI Ha 3 TIpyNIbL:
a) opraHM3aluoOHHbIE, 0) pacnopsAAUTeIbHbIE, B) HHGOPMALIMOHHO-
CIIpaBOYHbIE.

1. Pestome.

2. JIoJKHOCTHAs! MHCTPYKIIMS.

3. PacniopsikeHue 1upekTopa.

4. CBonka.

5. [TocTaHOBNEHNE KOJJIETUHU.

6. MHCTpyKLKS 1O J€IONPOU3BOICTBY.



7. CnpaBka ¢ Mecta pabOThlI.

8. [Ipukas o mpueme Ha paboTy.

9. lllTatHOE pacnmcaHwme.

10. TpynoBoii 70TOBOP.

11. Ilpurnamienrie Ha BHICTABKY.

12. Permament.

21. Komuccusi 1o pacciielOBaAaHHIO IMOXKapa, MNPOU30LIeANIero B
o0pa3oBaTeJIbHOM  YUYpE:XKI€HUHM, YCTAHOBWIM Ppsa  (aKToB, KOTOpPbIE
NOCJHYKWJIN TNPUYMHON moxkapa. Kakoil J0OKyMeHT J0J/IZKHA COCTABHMTD
KOMHUCCHUSA?

a) AKT;

0) cipaBKy;

B) IOKJIQJHYIO 3aIUCKY;

') HHCTPYKIIMIO O IPOTHUBOIOXAPHOM 0€30MacHOCTH.

22. JIOKYMEHT, aJpecOBAHHBII  PYKOBOAMTE/JNI0  OpPraHM3aluM,
colep:Kaluii 00CTOATENbCTBEHHOE W3JI0KEHHEe KAaKoro-jiudo Bompoca ¢
BbIBOJAMM U NMPeEIJI0KEHUSIMHU COCTABJICHNUS, HA3bIBACTCSH:

a) aKT;

0) npencTaBiIcHUE;

B) JIOKJIaJ(HAs 3aIH1CKa,;

) IPEAJIOKEHHUE.

23. laToii c1y:keOHOro MUChbMA SABJISIETCS 1aTa:

a) COCTaBJICHUS;

0) OoTIpaBJICHMUS;

B) MO/ CAHUS,

T) IOJIYYEHHUS.

24. CnMcoK NPUCYTCTBYKOLIUX HA 3acefaHnu 0OpMIIsieTCH OTACJbHO H
NPHJIATAeTCs K MPOTOKOJIY, €CJIM TAKOBbIX:

a) 6onee 15;

0) 6oee 10;

B) OoJiee 25.

25. Od¢opmienue o00J0KKM Jeja VIS MOCJHEIYIOLEro XpaHeHHUs
onpeneJsiercs:

a) CTaHAapTOM;

0) MHCTpYKLHEN MO JEIONPOU3BOJCTBY;

B) pacnopsbDKEHUEM PYKOBOAUTETIS.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA NMPOXOJAUT B Jramna:

a) 4eThIpE;

0) Tpu;

B) JIBa.

27. Homenkiaartypa ae (padounii 3K3eMILIAP) NOMEIAOT HA:

a) CTOJIC, O CTEKIIOM;

0) nBepiie mkada c JOKyMEHTaMU;

B) BHYTPEHHEN CTOPOHE ABEPILIbI MKa(da ¢ JOKyMEHTaMHU.

28. Bce JmcTrbl esia nNpM NOATOTOBKE HMX K Iepeaadye B apXuB
HYMEPYIOTCH:

a) YepHBIM rpaUTHHIM KapaHIaIlIoM;




0) YepHBIMH YEPHUIIAMU;

B) KpaCHbIM KapaHJ1allloOM.

29. Bxoasinue J10KYMEHTbI PerHCTPUPYIOTCSH:

a) MOCJIe 03HAKOMJICHUSI C HUMU PYKOBOJAUTES;

0) B IepBOM TTOJIOBUHE JTHS TTOJTYICHHUS;

B) 10 O3HAKOMJICHUSI C HUMU PYKOBOIUTEIIS.

30. Kaxnasi oOpa3oBaTe/ibHAasi OpraHu3anus 00si3aHa UMeTh:

a) CBOJIHYIO0 HOMEHKJIATYPY;

0) UHIUBHUIyaIbHYI0 HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYPY.

31. 3a CKOJIBKO [HE# J0 MUCIOJIHEHUs MPOBOASAT NPeAyNpeaAuTeIbHbII
KOHTPOJIb?

a) 1Ba;

0) oJuH;

B) TPHU.

32. PazgesquresisiMi B CIIPABOYHO KapTOTEKe CJIYKAT:

a) Ha3BaHUA CTPYKTYPHBIX MOJpa3/ICICHUIT;

0) HampaBJIeHUs AEATENBHOCTH MPEATPUSTHS;

B) THU HEJEIH, MECSIIA.

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

a) COCTaBUTEIIEM TIOKYMEHTA;

0) mpu perucTpanuu;

B) MOCJIE MONUCAHUS PYKOBOIUTEIIEM.

34. Eciin B feJie coepKaTcs JOKYMEHTbI Pa3JIHYHOI IEHHOCTH, TO CPOK
XpaHEeHHs YCTAHABJIHUBAETCH:

a) OOJIBIINI;

0) MEHBIIINIA;

B) CPEIHUM.

3ajanus 11 CAMOCTOATEILHOM PadOThI

3apnanme 1. OdopMHUTh BCE€ OTMETKH, KOTOpPHIE CTaBIAT HA JIOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYkaxkute MeCTOpPACIOJIOKEHUS DTHUX
PEKBHU3UTOB Ha OslaHke popmara A4.

3aganue 2. 300pa3ure cxeMaTuyeCcKu KJIaCCU(PUKALUIO JOKYMEHTOB.

3aganme 3. Bemummre Ha auct dopmara A4 Bce mpaBuia ohopMIICHUS
TEeKCTa JOKYMEHTa: MHTEpBaJbl, mIpUpThl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2016.

3aganmue 4. CoctaBuTh U ODOPMUTH JNOKIATHYIO 3alUCKy O HAPYIICHUH
TPYZAOBOM TUCIUILIMHBI paOOTHUKOM. Bece peKBU3UTHI U 3JIEMEHTHI TEKCTa I00aBUTH
camocToaTenbHo. Hamucath OOBSCHUTENBHYIO 3alKMCKy OT MMEHHU pabOTHHKA,
HapYLIUTENS TPYAOBOM AUCIUIUIMHBI.

3apanme 5. Hanucatb oTBETHOE MMCHhMO-01ar0JapHOCTh HA MO3[PABJICHHE.

2.2. OueHOYHbIE CPeICTBA JI IPOMEKYTOYHOM aTTecTanum (3a4er)

Bomnpoce! AJist npoBeaeHus1 3a4era:
1. IlonsATHE «JTIOKyMEHT» U €T0 (PYHKIIUH.



2. Knaccudukanus JOKyMEHTOB.

3. CyurHocTh U OCHOBHOE Ha3HAuU€HUE JOKYMEHTAIMOHHOTO 00eCIeYeHHs
JIeSITEIbHOCTH TIeJIarora.

4. CucreMbl JOKYMEHTALIMH.

5. 3akoHOAATENIbHAS U HOPMaTHUBHO-METOINYECKAs 0a3za
JTIOKYMEHTAIMOHHOTO O0eCTIeUeHus yIPaBICHHUS.

6. @opmymsip TOKyMEHTA.

7. CocTaB peKBU3UTOB JJOKYMEHTOB.

8. TpeboBanus K 0OPMIICHUIO PEKBU3UTOB JJOKYMEHTOB.

9. TpebGoBanus K 61aHKaM JTOKYMEHTOB.

10. Cucrema nqokymeHTaIMU B 00pa30BaTeIbHON OpraHU3alltu.

11. Opranuzanuonssie 10kyMeHThI cucteMbl OPJI. Obmias xapakTepucTuka
Y Ha3HAYEHUE JOKYMEHTOB.

12. Pacniopsinutenbhbie JokyMeHThI cuctembl OPJ]. OOmias xapaktepucTuka
U Ha3HAYEHUE JOKYMEHTOB.

13. UudopmanmonHo-cripaBouHbsie AoKyMeHTHl cucteMbl OPJ[. OGmas
XapaKTepUCTHKA M Ha3HAUCHUE TOKYMEHTOB.

14. JlenoBoe MMCbMO KaK OCHOBHOM BHJI IIEPEMTUCKH.

15. bnanku s nucem. @opmyJisip 1€I0BOr0 MUChMa.

16. OcobeHHOCTH  OPUIMATBHO-AEIOBOTO CTWJISL COCTaBJIEHUS TEKCTa
JIJIOBOTO MHUCHMA.

17. Buapl  cny)KeOHBIX  TIHCEM, COCTaBIIAIONIME OCHOBY  JEJIOBOM
KOPPECIOHICHINH.

18. DnexTpoHHas nepenucka. INeKTPOHHBIN TOKYMEHT.

19. Opranu3zanus 10KyMeHTo000poTa 00pa3oBaTeNbHON OpraHu3alltu.

20. ®opMbl opraHuzanud padboThl ¢ JOKyMeHTamMH. J[OKyMeHTOOOOpOT.
JIOKyMEHTOIMOTOKH.

21. Tlopsimok 0OpabOTKM BXOASIINX TOKYMEHTOB. Perncrpanus J0KyMEeHTOB.

22. Tlopsimok 06pabOTKK UCXOASIINX TOKYMEHTOB.

23. Tlopsimok paboThl C BHYTPEHHUMH JJOKYMEHTaMHU.

24. HomeHkaTypa JAel.

25. ®opmupoBanue, odopMIEHHE, XpaHEHHWe Jel B  TEKyIIeM
JIEJIONPOU3BOICTBE.

26. Yaudukaius 10KyMEHTOB.

27. CtannapTu3aius J0KyMEHTOB.

28. Hymepaiyisi MHOTOCTPaHUYHOTO JOKYMEHTA.

29. pudTel, KETX U TOJIS, TPUMEHsIEMbIE TP 0GOPMIICHUN JOKYMEHTOB.

30. Pestome, aBToOmorpadus, XapakTepUCTHKA: TIOHSATHE, Ha3HAYCHHE,
COCTaB PEKBU3UTOB.

31. 3asBieHue: NMOHATHE, HA3HAYCHHE, COCTAB PEKBU3UTOB.

32. Cny>xeOHasl 3aMucKa; MOHITHE, HA3HAUYCHHE, COCTAB PEKBU3UTOB.

33. OObsicHUTEIbHAS 3aMMCKa: IOHATHE, HA3HAUYCHHE, COCTaB PEKBU3UTOB.

34. JloxyagHast 3aMucKa: MoHATHE, HA3HAUYCHHE, COCTaB PEKBU3UTOB.

35. CrpaBka: MoHsATHE, Ha3HAYEHUE, COCTAB PEKBU3UTOB.

36. AKT, TPOTOKOJI: IOHSTHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

37. Ilpukas, pacriopspKeHHe: IOHATHE, HA3HAUYEHUE, COCTaB PEKBU3UTOB.

38. Ilpuka3 1o IMYHOMY COCTaBY: MOHITHE, HA3HAUYEHUE, COCTaB PEKBU3UTOB.



39. YcraB, mosiokeHUE: OHITHE, HA3HAYCHHUE, COCTAB PEKBU3UTOB.

40. TomKHOCTHAS! MHCTPYKIIHS: TIOHSITHE, Ha3HAYEHHE, COCTaB PEKBU3UTOB.

41. UHCcTpyKUuMsa MO JEJONPOU3BOJICTBY: IOHATHE, HAa3HAYEHHE, COCTaB
PEKBHU3UTOB.

42. IlpaBuna: moHATHE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

43. KoneKTUBHBIN JOTOBOP: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

44, OcoOEHHOCTH COCTaBJICHHUS TEKCTa MPOTOKOJIA.

45. OcoOEHHOCTH COCTaBJICHHUS TEKCTa MpUKa3a.

46. PexBu3uThl TepO, sMOIeMa, TOBapHBIN 3HAK (3HAK OOCITY)KHUBaHUs), KOJI
(bopMBbI JOKYMEHTA.

47. PekBU3UT HaMMEHOBAHWE OpTaHMU3AIMU, HAMMEHOBAaHUE CTPYKTYPHOIO
noJjipa3/iefieHusl, HAMMEHOBAaHUE JOJKHOCTH JIUIIA.

48. PexkBU3UT CIIpaBOYHbBIC JIaHHBIC 00 OpraHU3aIUH.

49. PexBU3UT HAMMEHOBAHUE BU/A JOKYMEHTA.

50. PexBU3UT nata JOKyMEHTA.

51. PeKBU3UT pEruCTpallMOHHBII HOMEp JOKYMEHTA.

52. PekBU3HUT CCHUIKA HA PETUCTPAIMOHHBIA HOMEpP W JIaTy MOCTYIHBIIETO
JIOKyMEHTA.

53. PekBM3UT MECTO COCTAaBICHUS (M3AaHMS) TOKYMEHTA.

54. PexBu3UT rpud orpaHUYCHUSI IOCTYTA K TOKYMEHTY.

55. PexBusuT aapecar.

56. PexBu3uT rpud yTBEp:KIEHUS JOKYMEHTA.

57. PeKBU3HT 3aroJIOBOK K TEKCTY.

58. PEKBU3UT TEKCT JOKYMEHTA.

59. PekBU3HUT OTMETKA O IPUIIOKECHHH.

60. PexkBusut rpud coriacoBaHus TOKyMEHTA.

61. PekBu3uT BH3a.

62. PexBU3UT ITOAITUCH.

63. PexBU3HUT 0TMETKA 00 JIEKTPOHHOM MOAIUCH.

64. PekBU3HT MeYaTh.

65. PekBU3HT OTMETKA 00 HCTIOTHUTEE.

66. PexBU3UT OTMETKA O 3aBEPEHUH KOIIUU.

67. PekBU3UT OTMETKA O MOCTYIUICHUH JIOKYMEHTA.

68. PexBu3uT pe3ororusi.

69. PexBu3UT OTMETKA O KOHTPOJIEC.

70. PexBU3UT OTMETKA O HaIpaBJIECHUU JTOKYMEHTA B JCIIO.



