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BBEJIEHUE

[enssMu OCBOEHHUS JUCHUIUIMHBI SIBISIOTCA PACIHIMPEHHE Y OO0Yy4YaromMUXCs
KOMMYHUKAQTUBHON KOMIIETEHIIMU B OOJACTH HCIOJIB30BaHUS PYCCKOTO S3bIKA
MPUMEHHUTENIBHO K pa3auyHbiM chepam ero (QyHKIIMOHUPOBAHHUSA, a TaK¥kKe
dbopmupoBaHue yMeHUN 0TOOpA S3BIKOBBIX CPEJICTB B 3aBUCUMOCTH OT COJACPIKAHMUS,
chepsbl U yCIIoBUM O0IIEHNUS.

JucuumimnHa «PyccKkuil A3bIK B I€JIOBOM TOKYMEHTALMM» OTHOCUTCS K YacTH,
dbopMupyemoii yyacTHUKaMH 00pa30BaTEIbHBIX OTHOIICHUH Ojoka mucturuind bl
oOpazoBaTenbHO# nporpammsl o crienuanbHocTu 40.05.01 «IIpaBoBOe obecneueHue
HAIlMOHAJLHON 0€30MacHOCTHY, CIIeMAIU3alNsl «Y TOJIOBHO-TIPABOBAS.

[Ipy wu3ydYeHUM AUCHMIUIMHBI IUIAHUPYETCS TPOBEACHUE JIEKIUH U
npakTuueckux 3aHaTuil. OcHOBHOE ydeOHOe BpeMsi OTBOJIUTCA Ha MPOBEJCHUE
MPAKTUYECKUX 3aHATUM.

Kpome OCHOBHOW U JOMOJTHUTEIBHOW JIUTEPATypbl, IPUBEACHHONW HUXKE, MPU
W3YUYCHUU JUCHMIUIMHBI PEKOMEHIAYETCS MCIOJb30BaTh CIPABOYHYIO JIUTEPATYPY,
Hay4HbIC U3JaHUs, COOPHUKH MyOIUKAIIMI HAYyYHBIX KOH(GEPEHIINH U JIp.

Jlureparypa

a) OCHOBHas JIUTEPATYypa

1. Pycckuil s3bIK B JI€TIOBOM JTOKYMEHTAllMW: YYEOHUK M MPAKTUKYM IS
By30B / A. 0. UBanosa. — M.: U3narenbctBO FOpaiit, 2017.

2. Boittuxk H. B. PeueBas kommyHuKanus: y4eb. mocodbue majisi By30oB. M. :
MzpatensctBo KOpaiit, 2017.

3. Pycckuii A3bIk U KynabTypa peud. CoBpeMEHHas S3bIKOBas CHUTYallUs:
y4eOHUK U MPAKTUKYM JJIs1 OakanaBpuara U Maructparypbel. — M.: M3marenscTBO
FOpaiit, 2017.

0) TOMOTHUTENbHAS IUTEepaTypa

1. Okeanckas JXX.JI. Pycckuii s3bIk U KyJnbTypa peun: YueOHOe mocodue s
obyuaromuxcs mo crneruanbHocTH 20.03.01 «IloxkapHast OGe30macHOCTB». —
HBanoso, MBanoso. OOHU UIICA I'TIC MUC Poccun. 2020.

2. Konomanenko E.Il., Oxeanckas X.JI., Boakosa T.H., Jlazaper A.A.
KoMmyHnukatuBHOE B3aUMO/ICHCTBUE B HAJ[30PHO-TTPOPUITAKTHICCKOM
nesarenbHoctt MUC Poccun: Yuebnoe nocodoue. MIBanoso. OOHU UIICA TTIC
MUC Poccun. 2019 (I'PUD® YMO MYC Poccun)

B) HOpMAaTHUBHAs JIUTEPATypa

He nmeercs

r) 6a3bl JaHHBIX, IOMCKOBBIC CUCTEMBI, AJIEKTPOHHO-OMOINOTEUHBIE CUCTEMBI

(omeKTpOHHBIE OMOIMOTEKN) U AIIEKTPOHHBIE 00PA30BATEIBHBIE PECYPCHI:
1.OnexTponnas 6ubmmoteka akagemun http://Bibliomchs37.ru.

2. Enunas BegomcTBeHHass djekTpoHHas Ouobanoreka MYUC Poccum cethb

HNutpaner o aapecy: 10.46.0.45

3. OBC «IOpaiir».



METOJIWYECKHUE PEKOMEHJIALIUU
MO U3YUEHUIO TEM JUCLHUIJIUHBI

Tema 1. OcHOBHBIE TOHATUS TUCIUTUTMHBI «PyCcCKUi SI3bIK B 1€JI0BOM
JIOKYMEHTALIUD.

Henab: 03HAaKOMUTH 00YYalOIIUXCS C OCHOBHBIMHM TMOHATUSAMH JHCLMILIAHBI
«PyCCKUH A3BIK B J€JI0BOM JOKYMEHTALIUM.

MeToanyeckue peKOMEHIANMH M0 U3YUYEHUI0 TeMbI

Kparkoe conepkanue Temsl:

JUisi HOpMallbHOTO (PYHKIMOHUPOBAHMSI W Pa3BUTHUS JIIOOOM OpraHu3aluu
HEOOXOJIMMO TOCTOSIHHO BIIaJIeTh KaK OINEpaTUBHON, TaK U CTpaTernyecKou
uHpopmalrel B COOTBETCTBYIOLIEH oOnactu aestenbHocTH. llog wmHbopmanmei
OOBIYHO MOHMUMAIOT COBOKYITHOCTh CBEJICHUM, MOKa3aTesIel, TaHHbIX, TPEOYEeMbIX JIJIs
ONMMCAHMSI TOTO WM MHOTO SBJIIGHUS WM Tporecca. Mudopmanus MoxXeT ObITh
0€3J0KyMEHTHON (YCTHOM) M JOKYMEHTHUPOBAHHOH, TO €CTh 3aMKCHPOBAHHON Ha
KakoM-T1u00 Hocutene (OyMakHOM, MarHUTHOM U Jip.). llpomecc QuxcupoBanus
uHGOPMAIMKM HA Pa3IUYHBIX HOCUTENSIX MO YCTAHOBJICHHBIM MpaBHJIaM Ha3bIBAETCS
JOKYMEHTHUPOBAHUEM YIPABJICHUECKOW NEATeIbHOCTH. TakuM 00pa3oM, TOKYMEHT —
3TO 3aUKCHpOBaHHAs Ha MATEPHAIBHOM HOCHUTENe MHPOpMalMs C PEKBU3UTAMH,
MO3BOJISIIONIUMU €€ UACHTU(PUIIUPOBATD.

JIOKyMeHT,  CO3JaHHBIA  IOPUAMYECKHUM  WIM  (PU3UYECKUM  JIHIIOM,
OoQOpMJICHHBII ¥ YAOCTOBEPEHHBIM B YCTAaHOBJICHHOM TOpSAJIKE, Ha3bIBACTCSA
opuIMaNbHBIM AOKYMEHTOM. OQUIIMATBHBIA JOKYMEHT, UCIIOJIb3yeMbIi B TEKYIIEH
JESTENHbHOCTH OpraHW3allii, HA3bIBAIOT CIYKEOHBIM JOKyMeHTOM. Eciu moxkymeHT
CO3JIaH JIUIIOM BHE C(ephl ero ciy>)KeOHOM MM 0OIIEeCTBEHHOM eI TEIHPHOCTH, TO OH
CUMTAETCAd JOKYMEHTOM JIMYHOrO TMpoucxoxkaeHus. OpraHuzanus padboTel ¢
JOKYMEHTaMH — OpTraHu3alusl JIOKYMEHTOOOOpOTa, XpaHEHUS M HCIOJIb30BaHUSA
JOKYMEHTOB B TEKYIIEH AEATEIbHOCTU YUPEKICHUS, IPEATPUITHS.

JIOKyMEHTOOOOpOT — JBHIKEHHE JOKYMEHTOB B OpPraHM3allMi C MOMEHTa UX
CO3aHMs WIH IOITYYEHUS 10 3aBEPIICHUS UCIIOTHEHUS WIH OTIIPABJICHHUS.
JIOKyMEHTBI, OTHOCSIIITUECS K OJTHOM yNpaBlieHYeCKON (DYHKIMH, MPUHSATO HA3HIBATH
CUCTEMOM JTOKyMEHTaluu, T.€. CHCTeMa JOKYMEHTAallUH — 3TO COBOKYIHOCTH
JOKYMEHTOB, B3aMMOCBSI3aHHBIX MO MPHU3HAKAM MPOUCXOXKIEHUS, Ha3HAUCHHUSI, BUA,
cdepsl neaTeTbHOCTH, SIUHBIX TPEOOBaHUN K UX OPOPMIICHHIO.

VYnpasneHueckue (QyHKIMM BO BCEX OpPraHMU3alUsAX OAHOTHUIIHBI, ITOATOMY M
JOKYMEHTBI 10 Ka)XJI0W (PYHKIIUU JTOJDKHBI OBITh OJMHAKOBBI MO BUAAM U (OpMaM.
[IpuBenenne TOKYMEHTOB K ONTHMAJIbHOMY €IMHOOOPA3UIO MO COCTaBy M (opMam
Ha3bIBaeTCs YHU(UKAIIUEH JOKYMEHTOB.

YaudunupoBanHas ¢opMa JOKyMEHTa — 3TO COBOKYINHOCTb pEKBH3UTOB,
YCTaHOBJIEHHBIX B COOTBETCTBMM C PEIIAEMBIMM B JaHHOW cdepe aesATeabHOCTU
3a/layaMy U PACIMOJIOKEHHBIX B ONPENEIECHHOM NOPSAJIKE Ha HOCUTENIEe WH(POPMAaLUU.
YHu(UUUPYIOT HE TOJIBKO OTAENIbHbIE JOKYMEHTBI, HO U CUCTEMBI IOKYMEHTAlUU B
LEeJI0OM. YHHU(PUUUPOBAHHASI CUCTEMA JOKYMEHTAIMM — 3TO CUCTEMa JOKYMEHTAIMH,
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CO3/laHHAasl MO0 E€IWHBIM MpaBWIaM U TpeOOBaHUSAM, cojepxkanias HHGOPMAIUIO,
HEOOXOUMYIO JIJI YIIPaBIICHUSI B OIPENICICHHOU cepe NeaTeIbHOCTH.

YHudukanus T0KyMEHTOB SIBJISIETCS OJIHUM W3 METOJOB UX CTaHJIapTU3AIUU.
Cranpaptuzanus — 3TO JCSITEIBHOCTh 10 YCTAHOBJICHUIO TIPABUI U XapaKTEPUCTHK B
LEeNIsAX WX J0OpOBOJBHOTO MHOTOKPATHOT'O UCIIOJIb30BAaHUS, HaIpaBlICHHAs Ha
JTOCTH)KEHUE YIOPSIIOYEHHOCTH B c(epe MpOU3BOACTBA U OOpalieHus: NPOAYKIIUU U
MOBBIIIEHUE  KOHKYPEHTOCHOCOOHOCTH  MPOAYKIMH,  paboT  WIUW  YCIYT.
JlenonpousBoACTBO — OTpacib JACSITENbHOCTH YeJOBeKa 10 pa3pabdoTke u
opopMIIEHUIO O(PHUIIMAIBHBIX JOKYMEHTOB, OpraHU3allid WX JIBH)KCHUS, ydeTa u
XpaHeHus.  Jlemonmpou3BOJACTBO B HACTOSIIEE  BpeMsl  HMEHYIOT  TakKXe
JIOKyMEHTaIIMOHHBIM o0ecrnieuenrem ynpasieHus (JJOY).

YHudukanus u ctaHgapTU3aIus ynpaBieHYEeCKUX TOKYMEHTOB

YHudukanuss JOKYMEHTOB 3aKJIIOYAaeTCsi B YCTAHOBIICHHHM €IWHOOOpa3Hs
coctaBa U (opM YIPaBIECHUECKUX JOKYMEHTOB, (DUKCHUPYIOIIUX OCYIIECCTBICHUE
OJIHOTUITHBIX ympaBieHdeckux ¢GyHkiui. CrangapTuzanus JTOKYMEHTOB — 3TO
dbopMa HOPUAMYECKOTO 3aKPEIUICHUS TMPOBEJACHHON YHU(UKAIMKM U YpPOBHS €€
0053aTENILHOCTU. Y CTAHOBJICHBI CJIEIYIONINE KATETOPUU CTaHAAPTOB:

1. rocynapctBennbie ctanaaptsl (I'OCT),

2. orpacnesbie ctanaapthl (OCT),

3. pecniyosiukanckue cranaaptel (PCT).

Yuudukamms JOKyMEHTOB NPOBOAMTCS B LENSAX COKPAIIEHUS KOJIWYECTBA
NPUMEHSIEMBIX JOKYMEHTOB, THUIH3AIIUU UX (OPM, MOBBIIMICHUS KaueCTBa, CHUKCHUS
TPYJOEMKOCTH HX O00paOOTKU, JOCTHNKEHUS HHPOPMAIMOHHON COBMECTHUMOCTHU
Pa3IUYHBIX CHUCTEM JIOKYMEHTAIlMd MO0 OJHOMMEHHBIM U CMEXKHBIM (YHKIUSM
ynpasieHus, 6osee 3 HEKTUBHOTO UCIIOJIH30BAHMS BEIYUCIUTEIILHON TEXHUKH.

Pabora o yHuduUKaImyu BKIOYALCT:

pa3paboTky yHupuIpoBanHo# cucteMbl qokymeHnToeaenus (YCJ), kotopas
OCYIIECTBIISIETCS

MUHUCTEPCTBAMU M BEJOMCTBAMHU, OTBETCTBEHHBIMH 32 OIPEICICHHbBIC
CUCTEMBI TOKyMEHTAIINH;

BHEJIpEHUE  MeEXOoTpacieBblX (MexBegoMcTBeHHbIX) YCJI B pamkax
peruoHanbHbIX U oTpacieBbix YCJ;

Benenue YCJI u OtpacneBoro kiaccuukaTtopa TEXHHUKO-2KOHOMHYECKOU
nokymeHTauuu (OKTO/I) ¢ uenbro noaaepkanusi JOCTOBEPHOCTH UHGOPMALIUU U €€
JNAJIbHEUIIIETO Pa3BUTHS,

pa3paboTKy KOMILJIEKCOB OTPACIEBBIX YHU(PHUITUPOBAHHBIX (POPM JOKYMEHTOB,
OTpaXKaIOIIUX

cneruduky orpaciu u He Bomenmux B YCJI, a Takke uX rocyaapcTBEHHYIO
perucTpaluio;

pa3paboOTKy  OTpacleBBIX  KIACCU(UKATOPOB  TEXHUKO-DKOHOMHYECKOM
nH(pOpMaLINK, OTPAKAIOIINX CTIEIU(PUKY OTPACTH.

OpranuzallMOHHOE W METOJAMYECKOE PYKOBOJCTBO  yHH(UKAUUEeH U
CTaHJapTU3alKeil TOKYMEHTOB, KOOPIMHAIIUIO COOTBETCTBYIOLIUX PA0OT U KOHTPOJIb
OCYIIECTBIIAET TOJIOBHASI OpraHu3alus 1Mo KOOpAUHAWU BHeApeHUs: U BeaeHus Y CJl
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nu OKTOJl B permone. Ha orpacneBoM ypoBHE 3Ty paOOTy HPOBOJMUT TOJOBHAS
opranu3anus 1o BHeapennto u seaenuto Y CJl u OKTO/] B orpacnu.

DyHKIMU JOKYMEHTA

a) MHQpOpPMaLIMOHHAS: ABJISIOTCS HOCUTEJIEM U UCTOUHUKOM HH(OpMauu;

0)  ympaBieHYecKas:  MO3BOJISIIOT  OPraHHU30BBIBaTh,  PETYJIUPOBATH,
KOHTPOJUPOBATh, AHAJTIM3UPOBATH IPOU3BOACTBEHHBIE MTPOLIECCHI;

B) IMpaBoBasg: CIyXXaT IOPUAMYECKOW OCHOBOM  MPOU3BOJCTBEHHOMU
JEeSATENbHOCTH, OJTBEPAKAAIOT (PAKThI, yTOCTOBEPAIOT CBEACHUS U MOKAa3aTEeNH;

I') KOMMYHHMKaTHUBHAas: MOMOTalOT OPraHuW30BbIBaTh OOMEH HH(oOpManuein u
oO1ieHue

MEXIY Pa3IMUHbIMU O0BEKTAMY;

J1) y4eTHas: HaKalUIMBAIOT CBEJEHUS 3a ONpENIeJICHHBIE MEPHOJIbl BPEMEHH U
MO3BOJIAIOT UX

aHAJIM3UPOBATD, BBISBIISAS TCHICHIIUUA U 3aKOHOMEPHOCTH;

€) coluajgbHasi: OTPAKAIOT COLMUATBHO-DKOHOMHYECKYIO, TOJUTHYECKYIO,
OOIIECTBEHHYIO U

Ipyrue cepbl KU3HU TOCYAApCTBA U €r0 TPak/iaH;

*) KyJIbTypHas: SBIAIOTCS TNaMSTHUKOM KyJIbTYphl JaHHOM  SIOXH,
MOKa3bIBAIOT €€ Crelu(PUKy, KOJIOPUT, HpaBbl, 0ObIYaH, TPATUIIUY;

3) MCTOpUYECKas: SBISIOTCS MCTOYHUKOM 3HAHUM O COOBITHUAX M JAESITeNX
Pa3IUYHBIX DI0X, TIOJHEe M KOHKpPETHEe MAPYrMX HUCTOPUUYECKUX TMaMSTHUKOB
PACKpBIBAIOT HUCTOPUYECKHE COOBITHS, TMOATBEPKIAIOT W JOMOJHSIOT (DaKTHI,
MIOMOTal0T BOCCTaHABIUBATH HCTOPUUYECKOE MPOIILIOE CTPAH U HAPOJIOB.

Knaccuduxkanus neinoBbIx T0KyMEHTOB

Bce m1okyMeHTBI IO OTpa)kaeMbIM B HUX BUJAM JICITEILHOCTH JCNATCS Ha JIBE
OOJIBIITNE TPYIIITHI:

1. Tlo oOmuM M aIMUHUCTPATHBHBIM BOIIPOCAaM, T.€. BOIpPOCaM OOIIETO
PYKOBOJICTBA TIPEANPHUATHEM W €ro TMPOU3BOJCTBEHHON JESITENBHOCTHIO. OTHU
JOKYMEHTBI MOT'YT COCTaBIIATh PAOOTHUKU BCEX MOAPA3ACICHUN.

2. JlokymMeHTHI TI0 GYHKIUAM yHpaBlieHUs. Takue JTOKYMEHTBhI COCTABIISIIOTCS
paboTHUKaMH (PUHAHCOBBIX OPraHOB, OyXrajJTepuH, OTIAEIOB IUIAHUPOBAHMUA,
cHaOXXeHUsI U cObITa, IPYTUX (DYHKIIMOHATBHBIX MOPA3ACICHUN.

Bubl 1OKyMeHTOB:

a) mo croco0y (ukcanuu nHbOPMAITUH:

NUCbMEHHbIE — PYKOIIMCHBIE, MAIIMHOMIKUCHBIE, TUIIOTpaCKUE, FIEKTPOHHBIE,

rpadudeckne — 4epTekKH, CXeMbl, TpadhuKy;

(G 0TO-, KHHOJTOKYMEHTHI;

aKyCTHYECKHE — TOYHAs 3aIllMCh HA CIIELUAJIbHBIX HOCUTEISX;

0) MO MECTy COCTaBJICHHS:

BHYTPEHHHE — HCHOJB3YIOTCA I PEIICHHs BHYTPEHHUX BOIPOCOB
OpTraHU3aINH;

BHEUIHUE — HUCIOJB3YIOTCS I PEIICHHsS BHEIIHUX BONPOCOB; JEIATCA HA
BXOSNIYIO0 (OCTYMAIOUIYIO) U UCXOMASIIYIO (OTHPABISIEMYI0) TOKYMEHTAIIUIO;

B) IO CTENIEHU CJI0KHOCTH:

IIPOCThIE — COAEPKAT OJIUH BOIIPOC;



CJIOXHBIE — COJIepKAT HECKOJIBKO BOIIPOCOB;

T') O CTETICHU TJIACHOCTH;

OTKpBIThIE (HECEKPETHbIE) — JOCTYNHBIE Ka)XJAOMYy >KEJaloleMy C HHUMH
MMO3HAKOMHUTHCS;

C OrpaHUYEHHBIM JOCTYIIOM — MpeAHAa3HAYEeHBl ISl Y3KOrO0 Kpyra; ObIBaIoT
pPa3HOW CTENEHU

CEKPETHOCTH U ISl CIIY>KEOHOT0 MOJIb30BaHUs, KOH(PHUICHIIUATIbHBIE;

1) IO FOPUANYECKOMN CHUJIE:

NOJUTMHHBIC: IEUCTBUTENbHBIE U HEIEWCTBUTEIbHBIE;

T10JIJTO’KHBIE;
€) M0 CpOKaM UCIIOJTHEHUS
CpPOYHBIC — CPOK HCIOJHEHUS YCTAaHOBJIICH 3aKOHOM U COOTBETCTBYET

IPaBOBBIM aKTaM;

HECPOUYHBIE — CPOK YCTAHABIMBACTCS aIMUHUCTPAIIUEH TPEATIPUITHUS,

) TIO0 CTaIUSIM TTOATOTOBKHU:

YEPHOBUKH — IOKYMEHTHI, TTOJATOTOBJICHHBIE /IS TAJIbHEHIIETO 0hOpPMIICHUS,

MO/UIMHHUKA — EIWHCTBEHHBIM JK3eMIUISIP JTOKyMEHTa, O(GOPMIICHHBIA U
ITOIITUCAHHBIN C

YEpPHOBUKA B COOTBETCTBUU C YCTAHOBJICHHBIMHU TPEOOBAHUIMU;

3) M0 MIPOUCXOKIAEHUIO:

City’keOHbIE — MOJrOTaBIMBAaEMbI€ Ha MPEANPHUATUY;

JMYHBIE — KacaloTCsl ONpeIeICHHBIX JIII (3asBJICHUS, TUChMA, KATO0O0BbI);

1) M0 CPOKAM XPaHEHHS:

BPEMEHHOI'0 XpaHEHHUS — CPOK A0 U cBbIlIe 10 €T XpaHeHus;

OCTOSIHHOT0;

K) IO CTENEeHU YHU(PUKAIIK:

TUTIOBBIE — Pa3padaThIBAIOTCS 3apaHee BBIMIECTOSIIUMU OpraHU3alUAMH IS
M0JIBEIOMCTBEHHBIX U HOCST 00S3aTENbHBINA XapaKTep;

IPUMEPHBIE - pa3padaThIBAIOTCS 3apaHee BBIIICCTOSIIMMEI OpraHU3alUsIMHE 15
NOJABEJOMCTBEHHBIX U HOCSAT PEKOMEHIATENbHBIN XapaKTep;

UHANBUAYalbHbIE — pa3padaThIBAIOTCS KOHKPETHOW OpraHu3anuend s
BHYTPEHHETO NOJIb30BaHUS;
TpadapeTHble — W3TOTABIMBAIOTCS THUIOTPaQUSIMHU, TOCTOSHHAS YacTh

neyaraercs, a Jijs

NEPEMEHHON OCTABIISIIOT YHCTHIC MECTA;

1) MO COAEPKAHUIO:

OpraHu3alMOHHO-PACTIOPSTUTEILHBIC;

M0 JINYHOMY COCTaBY;

UH()OPMAITMOHHO-CITPABOYHBIE;

(duHAHCOBO-OyXTaNTePCKHUE;

HAyYHO-TEXHUYECKHE.

Opunnyeckas cwima JOKYMEHTa — CBOWCTBO O(QUIIMATBLHOTO JOKYMEHTA,
coo0IIaemMoe emMy JCHCTBYIOIUM 3aKOHOJATEIHCTBOM, KOMITETEHITUEH H37aBA€MOTO
JUIA ¥ yCTAaHOBJIEHHBIM TOPSAAKOM odopmieHus. FOpuandecku 3HAYUMBIMH IS
JIOKYMEHTA SIBJISIFOTCS :



HAaMMEHOBAaHUE OpraHU3allH, KOTOPOE JIOJKHO MOJTHOCThIO COOTBETCTBOBATH
HAaMMEHOBAaHUIO, 3aKpPEIUVICHHOMY B  YUYPEAMTENbHbIX JOKyMeHTaX (ycTaBe,
MOJIOKEHUH, CBUJIETEILCTBE O PETUCTPALIMH);

JaTa MOJNUCaHUs JOKYMEHTA;

pPEruCTPallMOHHBIA HOMEDP IOKYMEHTA;

HNOJIMUCH, MPaBO Ha NPOCTABIECHUE KOTOPOH UMEIOT YHOJIHOMOYEHHbIE
JOJIKHOCTHBIE JIMLIA
OpraHu3aluu;

1e4arsb;

rpud yTBepkaeHHs (17151 HEKOTOPBIX TOKYMEHTOB).

JIOKyMEHTBI MOTYT OBITh:

1) IlognuuHble. BpinaHHbIE B YCTAHOBJIEHHOM 3aKOHOM TIOpSAJIKE C
coOnroieHneM Bcex ImpaBuil odopmiieHus. Moryt ObITh JAEHCTBUTENIBHBIMU U
HeJeCTBUTENbHBIMU. HenelcTBUTENbHBIM  JIOKYMEHT CTaHOBUTCSA, KOTJa OH
yTpauyMBaeT IOPUIUYECKYIO CHIIY MO KaKMM-THOO TpUYMHAM, T.€. TEepSeT OIUH W3
aeMeHTOB. Yaille BCcero 3To UCTEUEHHUE CPOKa JACHCTBUS JOKYMEHTA.

2) Ilopnosxxusie. OdopmiieHHE U COIep)KaHUE HE COOTBETCTBYET UCTHHE.

Bonpocsl 1yist caMOKOHTPOJISA

1. ®yHKIUU JOKYMCHTA.
2. Kunaccudukaius J0KyMEHTOB.
3. Tlowsatue  wuHdopmanuu, uHPopMamuss  Oe3gokymMeHTHas  (ycTHas) W

NOKYMEHTUPOBAaHHAs,  JIOKYMEHTHPOBAHME  KaK  MpOLECC,  JTOKYMEHTHI
(ounmanbHbIe, IUMYHOTO TPOUCXOKICHUS).

4. CooTHOIIIEHHE MTOHATUH JOKYMEHTOOOOPOT U CUCTEMA JOKYMEHTAIIUH.

5. B 4yeM KOHKpPETHO 3aKJIIOYAaeTCs MOPEUMYIIECTBO JOKYMEHTHPOBAHHOM
uH(OpMaIIMK 10 CPAaBHEHUIO ¢ 0€3TOKYMEHTHON ?

6. Kakue ¢pyHKIIMH BBITIOJIHSIOT TOKYMEHTHI?

7. MoxHO 1 000MTHCH O€3 YHU(PUKAIIMKY ¥ CTaHJAPTU3AINH JOKYMEHTOB?

8. Kakyto posib urparoT CTaHIapThl IPU MOJATOTOBKE JOKYMEHTOB?

9. Kakue 531eMeHTBI(PEKBU3UTHI) JIOKHBI TMPUCYTCTBOBATh HAa JOKYMEHTE JJIA
o0J1alaHusl €T0 IOPUINISCKON CHITON?

10. 3anomHuTe MPOOENBI B CIASAYIOMUX MPEITIOKEHUAX:

a) 3anuch MHPOPMAIMK HA PA3JIMYHBIX HOCHUTEINSIX [0 YCTAHOBJICHHBIM IpaBUjIaM
Ha3bIBAETCH. ..

b) Ecnam 10OKyMEHT COAEPKUT TOIHKO 3BYKOBYIO MH(OPMAIINIO, TO OH HAa3bIBAETCH. ..,
a €CJIM U 3BYKOBYIO, M H300Pa3UTEIBHYIO, TO... JOKYMEHTOM.

c) YyactBys B oOmeHe wuHpOpMamHMe MeXITy OOBEKTaMH, JOKYMEHTHI
BBITIOJTHSIOT. .. QYHKITHIO.

11. Haiinute ommOKy B CIEAYIOMIMNX MPEIT0KEHUAX:

a) JloKkyMeHT, CO3MaHHBIA JIUIIOM BHE C(Eephl €ro ciy>keOHON IeATETHHOCTH WA
BBITIOJTHEHUS OOIIECTBEHHBIX 00513aHHOCTEH, HA3bIBACTCS JTUYHBIM.

b) BaxHyro poiib B OpraHuM3aluMyd yOpPaBICHYECKUX MPOILIECCOB  UTPaeT
JIOKyMEHTalbHasi H(OpMaIUs.

c) ChayxeOHbIi JIOKYMEHT — 3TO JOKYMEHT, WCIOJb3yeMblii B TEKyIleH
NeATEeNIbHOCTU OpTraHU3alliH.
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3. [IlepeuncrneHHble HHXKE JOKYMEHTHl pacOpelesuTe TIpynnaM: I0 MeCTy
COCTaBJICHUSA, MO CTENEHW YyHU(UKAUUU, [0 IOPUAUYECKOW cuile, 10
COJIEp)KaHUIO: THUIIOBbIE, TPUMEpHBIC, KaApoBble, TpadapeTHble, BHEIIHUE,
MOJJIMHHBIE, BHYTPEHHHUE, WHIMUBHUIYalIbHbIE, WH(OPMAIIMOHHO-CIIPABOYHEIE,
OpraHu3alMOHHBIE, OyXTalTepCKUe, MOAJI0KHbIE.

TecTbl )i CAMOKOHTPOJIS
1. Pacnpenenute nepeyuciaeHHble 4YepThl O(ULIHUATBLHO-AEIOBOrO CTHJIS MO TPEM
A3BIKOBBIM YPOBHSIM. 3amojiHUTE TaOIuIy: S3bIKOBbIE OCOOEHHOCTH O(UIIMATIBHO-
JIEJIOBOTO CTUJIS (110 YPOBHSIM)

‘ A) Jlexcuueckuit ’ b) Mopdonornueckuit ‘ B) Cunrakcnyeckuit
1. ucnoJyib30BaHME CHENMATBHOW TEPMUHOJIOTUH;
2. KIUIIMPOBAHHOCTB;
3. aKTUBHOCTb MH(PUHUTHBOB;
4. aKTUBHOCTh UH(PUHUTUBHBIX KOHCTPYKLIUN;
5. orpaHMYeHHOE UCHOJIb30BaHUE CHHOHHMOB;
6. TOBTOPBHI CJIOB;
7. aKTUBHOCTb MACCHUBHBIX (CTpaJgaTeNbHbIX) KOHCTPYKIIMIA;
8. 0e3IMYHOE U3JI0KEHHE;

9. wacToTHOCTH popM 3-r0 JIHIIA B HEOTIPEACIEHHO-TMYHOM 3HAUYCHUH;

10. 4aCTOTHOCTH KOHCTPYKIIMH, BKIIOUAIOIIUX CJIOKHBIE OTHIMEHHBIE MPEJJIOTH;
11. nekcempl, CrTOCOOCTBYIONINE BHIPAKCHHUIO BOJIM 3aKOHOIATEIIS;

12. nenu poauTENbHBIX NaAeXKeEH;

13. c1TOKHOCOYMHEHHBIE MPEIOKEHUS C TPUAATOYHBIMH YCIIOBUS;

14. npensyioxxkenus ¢ 8—10-4ICHHBIMU LEMOYKAMHU OJHOPOIHBIMU YJICHAMH;

15. mpeobiajanue COI03HOU CBSI3U BHYTPH MPEIOKEHNUN Hal OECCOIO3HOM;

16. 4aCTOTHOCTH COOMPATEILHBIX OTIJIATOJIBHBIX CYIIECTBUTEIBHBIX;
17.9aCTOTHOCTh KPATKUX MPHUJIAraTeIbHBIX MOJIAJTLHOTO XapaKTepa.

Pacnipenenure Ha3BaHWs TUIIOB JOKYMEHTOB MO YETHIPEM MOACTHIISIM
0(HUIIHATIBHO-IEJIOBOTO CTHIIS.

‘ A) SI3BIK AUTUIOMATHH | b) S3p1k 3aK0HOB | B) [enoBsie Oymaru | I') Cny>xkeOHast mepenucka

1. ABtoOuorpadus 20. 0OOBUHUTEILHOE 3aKIIFOUCHHE
2. aKT 21. 0ObsicHUTENbHAS 3aMKCKa
3. Ouorpadus 22.0T4eT

4. pexnapanus 23. makTt

5. JnenoBoe MMCbMO 24. mocTaHoBJIEHUE

6. J1OBEPEHHOCTH 25. mpukas

7. noroBop 26. IpUTrOBOP

8. IoKIaaHas 3amnMcka 277. IpOTOKOJI

9. 3axioueHue 28. pacniucka

10. 3akoH 29. pacniopsikeHHe

11. 3asBNeHUE 30. peectp

12. uHCTpYKIMA 31. pemenue

13. uckoBoe 3asBiIcHHE 32. cnyxeOHas 3anucka

14. xanenaapHbIi I1aH 33. cripaBka

15. KoOMMIOHHKE 34. yka3

16. koHCTUTYLUSA 35. ycraB

17. MexnyHapOoAHOE COTJIAllIEHUE 36. xapakTepHucTuKa

18. Mex1yHapOAHBII 10TOBOP
19. HoTa
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3. YcraHOBHTE BEpHOE COOTBETCTBHE.

1. JlemoBoe MUCbMO a) eAMHMIIA XpaHEHUs IMHCbMEHHBIX JIOKYMEHTOB B apXUBE,
IIOMEILEHHBIX B OTJEJIbHYIO MAIKY
2. JIMpeKTUBHBIN b) HOKyMeHT, MIpUMEHSEMBII Ul CBSI3U, Iepeaadn HHPOpMALUU
JOKYMEHT Ha pacCcTOSIHUE MEXAY ABYMs KOPPECHOHIEHTaMH, KOTOPbIMU
MOTYT OBITh U IOPUAUYECKUE, U (pU3NUECKUE JTulla
3. Jlemo C) MOKYMEHT, COJAepXKalluii oO0s3aTeNbHbIE K HCIIOJHEHHUIO
yKa3aHus BbIIIECTOSIIUX OPTaHOB
4. Jlenonpou3BOACTBO d) BeneHue KaHIENAPCKUX JI€l, COBOKYIHOCTh pPaldOT 10
JOKYMEHTUPOBAHUIO JIEATENBHOCTH YUYPEXKACHUH U 110
OpraHu3aliy JOKYMEHTOB B HUX
1. Homenknatypa a) PErucCTPallMOHHBIA HOMEp JOKYMEHTA, MPOCTaBIIsEMbIN
azipecaToM
2. Howmep BXOJISILIETO b) nepeueHb HauMEHOBAHUM
MMChMa
3. Howmenknatypa nen C) PEruCTPallMOHHBI HOMEp JOKYMEHTA, MPOCTaBIISIEMbIN
OTIPABUTENIEM
4. Homep  wucxopmsamiero d) cucremarusMpoBaHHBIN IIEpEYECHb WIH CITHCOK
nena HAaMMEHOBAHUM JeJl, 3aBOJMMBIX B JEIOIPOU3BOJICTBE
YUPEKICHUS
5. HopmaTtuBHbIe e) JloKyMeHTBI, cojepikalue MOoKa3aTelu 3aTpaT BpEMEHH,
JOKYMEHTBI MaTepHalIbHBIX MIIM JIEHEXKHBIX PECypcoB, IIOKa3aTesn
U3rOTOBIISIEMON MPOIYKIUH, NPUXOISIIUECS Ha KakKyro-
00 enuHuIy (M3AeIre, ONEPaIyio 1 T.11.).
6. HopmaTussl f) JloxymeHT, coaepxamuii cBeleHHUs 00 YCTaHOBJICHHBIX
BEJIMYMHAX YEro-J1100
7. Hopwmbl g) JlokyMeHTBI, B KOTOPBIX YCTaHaBIMBAIOTCS KaKue-THOO

IpaBujia

4. PexkBU3UT —
O6${3aTeJ'IBHBII\/'I AJICMCHT CJ'Iy>KC6HOFO I[OKYMCHTa
3asBiIeHHEe 00 OOHapy)KeHWHM HeIOoCTayd, ACPEKTOB B TOJYYCHHOW MPOAYKIMH WIH B

1.
2.

. HOKYMCHT,

BBITIOJIHEHHOH paboTe

. KpaTKO€ MUCbMEHHOE U3JI0’KEHUE MTEePBOMCTOYHHKA.
CONepKaIllMi 3aKIIOYeHHEe Cylna WM apOouTpaka 1O pe3ynbTrataM pazbopa

TpaXXJaHCKOTO ¢€jia B CyA€ UJIN CIIOPHOTO BOIIPOCAa B ap6HTpa>I<e
Bonpochbl 11s1 CAMOCTOSATEIBHOTO U3yYEeHUA:

1. YHudukanus u craHgapTU3aIus J1eJI0BOW JOKYMEHTAIINH.

2. IOpunundeckas cuiia TOKyMEHTOB.

3. JokymeHTHpOBaHUE KaK Ipouecce.

4. Jlenonpoun3BOJICTBO KAK OTPACIb ACSITEIbHOCTH YEJIOBEKA.

TeMbI TOKJIa10B

1. OCHOBHBIE aCIEKThI KYJIbTYPHI AEJIOBOW peyHu.

2. KOMMyHUKaTUBHBINA ACTIEKT KYJIbTYPhI PEUH.

Ilepeuyensb quTepaTypbl U y4e0HO-METOAMYECKIUX MATEPHAJIOB
AJIS CAMOCTOAATEJILHOM MOATOTOBKH 10 TeMe

a) OCHOBHasl JIUTEpaTypa

1. Pycckuii A3bIK B 1€JI0BOM JOKYMEHTALMK: YUeOHUK U MIPAKTUKYM ISl BY30B /
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A. IO. UBanoBa. — M.: U3pgatensctBO FOpaiT, 2017.

2. Boiituk H. B. PeueBast kommyHukanus: yue0. mocodue ajis By30B. M. :
N3parensctBO FOpaiT, 2017.

3. Pycckuii s3Ik U KyabTypa peund. CoBpeMEHHasl SI3bIKOBAsi CUTYallUs: y4eOHUK
Y IPAKTUKYM )i OakajiaBpuarta u Mmaructparypsl. — M.: I3parensctBo FOpaiit, 2017.

0) IOTOTHUTENIbHAS TUTEpaTypa

4. Oxeanckas K.JI. Pycckuii s3bIKk UM KyJlbTypa peud: YueOHOe mocobOue st
oOyuaromuxcs no cnenuanbHoctu 20.03.01 «Iloxapnas 0e3omacHoCTh». — MIBaHOBO,
NBanoso. OOHU UTICA I'TIC MYC Poccuu. 2020.

5. Komnosanenko E.Il., Oxeanckas X.JI., BonkoBa T.H., Jlazaper A.A.
KoMmmyHHKaTHBHOE B3aUMOJIEHCTBHUE B HAI30PHO-TIPODUITAKTUIECKON JIESITEIILHOCTH
MUC Poccuu: Yuebnoe nocodue. UBanoro. OOHU UIICA TTIC MUC Poccun.
2019 (I'PUD YMO MUC Poccun)

Tema 2. O01ue HOpMbI 1 MPpaBUIAa 0P)OPMIICHUSI JOKYMEHTOB.
MeToauyeckue peKOMEHIANUM 110 U3YUYEHH IO TeMbI

Kpatkoe conepxanue Temsl:

1. CocTaB peKBU3UTOB IOKYMEHTOB

Enunbie npaBuia opopmiieHUsT JOKYMEHTOB HEOOXOTUMBI:

IUTSl TPUAAHUS FOPUIMYECKOM CUIIBI JOKYMEHTAM;

KaueCTBEHHOT'O U ONIEPATUBHOI'O COCTABJIEHUS U UCIIOJIHEHUS JOKYMEHTOB;

yII0OHOTO U OBICTPOTO MOUCKA JOKYMEHTOB.

Enunbie TpeOoBanus u npaBusiia oQpopMiIeHUs! JOKYMEHTOB CYIIECTBYIOT HE3aBUCUMO

OT TOT'0: TOCYAAPCTBEHHOE 3TO NPEANPUITHE UM KOMMEPUECKOE; KAKUM BUIOM

NEATEIIbHOCTU OHO 3aHUMAETCS; KaK BEJETCS 1eJIONMPOU3BO/ICTBO.

[IpaBuna u TpeGoBaHus K OQPOPMIICHHIO TOKYMEHTOB OTpPa)K€Hbl B HOPMATUBHOM
nokymente <«I'OCT P 630 - 2003 VYCHA. VYuudunupoBaHHas cucrema
OpraHu3alMOHHO-PACTIOPSIIUTETLHON JOKyMeHTaluu. TpeboBaHus K OGOPMIICHUIO
nokymentoB». ['OCTom ycTaHOBIEHBI ClenylolIMe TpeOoBaHUs, Kacaloluecs
pasMepoB noJie 1okymMmeHToB: 20 MM — sieBoe, 10 MM — mpaBoe, 20 MM — BepxHee, 20
MM — HWxHee. JleBoe Mmoje mpenHa3HauyeHO MJid MOJIIMBKH JIOKYMEHTOB, MPaBOE U
HUKHEE OCTaBIIAIOT Ha Ciy4ail m3Hoca Oymaru, BepXxHee — JUIsl yYKa3aHUs CTpPaHHI] B
MHOTOCTPOYHBIX IOKYMEHTAaX.

PexBusutT — 00s3aTENbHBIN AMEMEHT 0OPMIICHHS O(PHUIIMAIIBHOTO JOKYMEHTA.

[Tpu obopmiteHNH TOKYMEHTOB UCTIOJIB3YIOTCS CIEAYIONTUE PEKBU3UTHI:

01 — I'ocynapctBennsiii repd Poccuiickoit denepannu;

02 — repb cyonekTa Poccmiickoit Denepanuu;

03 — sMOnema opraHu3aIMy WU TOBAPHBIN 3HAK;

04 — kox opraHu3anuy;

05 — ocHOBHOI1 rocyaapcTBeHHbIN peructpanuoHHbiii Homep (OI'PH) ropuanyeckoro
TULA;

06 — unenTu(UKaMOHHBI HOMEP HAJOTOIIATENbIMKa/ KOJ TPUYUHBI TOCTAHOBKH HA
yuet (MHH/KIIIT);

07 — xoa ¢hopMbI JOKYMEHTA;
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08 — HanMEeHOBaHUE OPraHU3aLNM;

09 — cipaBoYHbIE JaHHBIE 00 OpraHU3aLUY;

10 — HauMeHOBaHUE BUJIA IOKYMEHTA;

11 — mara nokymeHra;

12 — perucTpanOHHBI HOMEP JOKYMEHTA;

13 — ccpuika Ha pErucTpalMOHHBIM HOMEP TOKYMEHTA;
14 — mecTo cocTaBlIeHUsI IOKYMEHTA;

15 — anpecar;

16 — rpud yTBEep>KIAEHUS JOKYMEHTA;

17 — pe3ontonus;

18 — 3aronoBOK K TEKCTY;

19 — oTMeTKa 0 KOHTPOJIE;

20 — TEKCT TOKYMEHTA;

21 — OTMETKA O HAIMYUU TTPUITOKEHUS;

22 — MOAINCH;

23 — rpud cornacoBaHusl JOKYMEHTA;

24 — BU3BI COTJIACOBAHUS JTOKYMEHTA;

25 — OTTHCK T€UYaTH;

26 — OTMETKA O 3aBEPEHUH KOIUU;

27 — oTMeTKa 00 UCIIOJIHUTEE;

28 — oTMeTKa 00 UCIIOJTHEHUH JOKYMEHTA U HAMPABICHUU B JEJIO;
29 — oTMETKAa O MOCTYIUIEHUU JOKYMEHTa B OpraHu3aluio;
30 — uneHTUUKATOP FIEKTPOHHON KOMMU JOKYMEHTA.

JlaHHBI COCTaB PEKBU3HUTOB SBIISIETCSI THUIIOBBIM, IOCKOJBKY Ha0Op HX TpH
MOJICOTOBKE JOKYMEHTOB B PAa3JIMYHBIX YIPABICHYECKUX CUTYaIUSIX MOXKET OBITh
HEOAMHAKOBBIM. COCTaB PEKBU3UTOB MOXKHO Pa3J€IUTh Ha:

MIOCTOSIHHBIE — IMTOBTOPSAIOTCS B 00s13aTEILHOM MOPSAKE HA BCEX BUAAX JTOKYMEHTOB;
NIEPEMEHHbBIE — HAHOCATCSI HEMOCPEICTBEHHO ITPU MOATOTOBKE KOHKPETHOTO JOKYMEHTA.
Pacnionoxxenue pekBU3UTOB

Bcé mone dopmara, kpome pa3zOueHuss Ha 30HBI pPa3MEIICHHS PEKBU3UTOB,
YCIIOBHO JENAT HA TPU YACTU: CIYXKEOHOE IoJie — 4YacTh Iuiomanu ¢dopmara,
NpeaHa3HaueHHasl JJisl MOoJeld JOKYMEHTA U 3aKpEIUICHUSl €ro B CPEACTBAaX XpPaHEHHS;
moJsie JIsl pa3MEILIEHUs] YTIOBOrO IITaMIla — PAaclojiaraeTcs B JIEBOM BEPXHEM YLy
dopmMara wiM B BEpXHEW €ro 4YacTh TPH MPOJOJIHHOM BapHUaHTE PACIOJIOKEHUS
mTamIia; padbodee moJjie — ocTajabHas 4yacTh popmara.

OdopmiteHre peKBU3UTOB, Pa3MEIIaEMbIX Ha TI0JIE YTIIOBOTO U MPOIOIHHOTO
ITAMIIOB JOKYMEHTOB
01. IN'ocynapcTBennslii repd Poccutickoit deneparnum momeniarot Ha OjaHKaxX
JTIOKYMEHTOB B COOTBeTCTBUM C Ilonoxkenuem o I'ocynapcrBenHoM repoe Poccuiickoi
denepanum.

02. I'ep6 cyonekTa Poccuiickoit dhenepariuy nmoMenaroT Ha O1aHKaX JOKyMEHTOB B
COOTBETCTBUHM C MPABOBLIMU aKTamMu cyObekTOB Poccuiickoit denepanuu.
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03. OMOemMy opraHu3alivy WK TOBAPHBINA 3HAK MOMEIIAIOT Ha OJ1aHKaX OpraHu3aluy B
COOTBETCTBHHM C yCTaBOM opranuzauuu. Ecinu Ha Onanke yxe umeercsa repd PO unu
cyobexta PD, To aMOnemMy He BOCIIPOU3BOMAT.

04. Kon opranuzanuu npocTaBiisioT 1o O0mepoccuiickoMy kiaccupukaTopy
npeanpusatuii u opranuzauuii (OKIIO):

OKTIO 12564897

05. OcHOBHOI rocyaapcTBeHHbIN peructpainnonasii Homep (OI'PH) ropuandeckoro
JUIA TPOCTABISAIOT B COOTBETCTBUU C JOKYMEHTAMHM, BbIJJaBAEMbIMU HAJIOTOBBIMU
opraHamu:

OI'PH 102774003698795

06.neHTrnuKalMOHHBIA HOMEp HaJIOroIIaTesbIINKa / KOA MPUYUHBI TOCTAHOBKH Ha
yuer

(MHH / KIIIT):

WNHH/KIIIT 7708033140/771001001

07. Kox ¢popmbl 1okyMeHTa IpOCTaBisioT o O61iepoccuiickoMy KiaccupukaTopy
ynpasieHdeckor JokyMeHtanuu (OKY JT).

08. HaumeHnoBaHue opraHu3aliii, SBISIONICICS aBTOPOM JTOKYMEHTA, JOJIKHO
COOTBETCTBOBATh HANMEHOBAHUIO, 3aKPEINIEHHOMY B €€ YUPEIUTEIbHBIX JOKYMEHTAX.
Han HanmeHoBaHMEM OopraHU3allMM YKa3bIBaIOT COKPAILIEHHOE, a IIPU €ro OTCYTCTBHUH -
NOJIHO€ HAMMEHOBAHHE BBILIECTOAIIECH OpraHu3auu (IIpu €€ HaJIu4Ium):
HanmeHoBaHMEe OpraHu3aliii Ha APYroM SI3bIKE PacloJiaraloT HUKE WM CIpaBa OT
HAaMMEHOBAaHUS Ha TOCYyIapCTBEHHOM si3bike PD.

CokpallleHHOE Ha3BaHUE OpraHU3aliy MPUBOIAT B TEX CIYyYasiX, KOT/Ia OHO 3aKPETUIEHO
B YUPEIUTEIbHBIX JOKYMEHTAX:

[leHTpanpHBIN HAYYHO-KCCIIEI0BATEILCKIN HHCTUTYT HH(DOPMALIHH
(HHUMNH®OPM)

09. CnipaBouHble JaHHBIE 00 OPTaHU3AIMU BKIIOYAIOT: MOYTOBBIN aapec; HoMepa
TeNeOHOB U JPYrUe CBEACHUS 10 YCMOTPEHHIO OpraHu3anuu (Homepa (hakcos,
TEJIEKCOB, CUETOB B OaHKe, aJipec dJEKTPOHHON MOYTHI U JIp.).

10. HaumeHnoBaHue BUAa JOKYMEHTA PETVIAMEHTUPYETCS] YCTABOM U JOJIKHO
COOTBETCTBOBATH BUJIaM JIOKYMEHTOB, npenycMoTpeHHbIM OKVY 1. SBnsieTcss ogHUM 13
BOKHEHIITNX, MUIIETCS ICYaTHHIMU 3arJaBHBIMU OyKBaMU 0€3 3HAKOB MPETIMHAHUS U
MPOCTABISETCS HA BCEX JOKYMEHTAX, KpOME MUCEM.

11. JaToit noKymMeHTa SIBJIIETCS JaTa €ro MOANUCAHUS WIN YTBEPKICHHUS, AJIs
MPOTOKOJIA — JjaTa 3aceanusl (MPUHATHS PEIICHUs ), ISl aKTa — JaTa COOBITHS.

HaTty opopMisitoT apabckumu iupaMu B MOCIETOBATEILHOCTH: I€HD, MECSII], TOI.
Jlens mecsitia u Mecsir 0opopMIISIOT IByMS TTapamMu udp, TO — YETHIPHMSL.
Jlomyckaercs clioBecHO-IIMGPOBOi criocod odopmiieHus:

05.06.2020 nim 05 urons 2020 r.

Jns 3ananssix naptaepos: 2020.06.05

12. PeructpauriOHHBIN HOMEP IOKYMEHTA COCTOUT U3 €T0 MOPSAIKOBOrO HOMEpA,
KOTOPBIM MOKHO JOMIOJIHUTH MHAEKCOM JIeJia 10 HOMEHKIJIaType, UHPpopMaluei o
KOPPECIOHACHTE, UCTIOJIHUTENSX, CTPYKTYPHBIX MOJIpa3IeICHUsIX U JIp.

Ne 1 —3/115 1 — HOMep CTPYKTYpHOTO TOIpa3iesiCHHUS,
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3 — HOMEp Jena 10 HOMEHKJIATYPE,

115 — nopsAaKoBBIi HOMEP TOKYMEHTA

Ne OM — 3/15 OM — otnen MapKeTHHra

3 — HOoMmep aena

15 — nmopsiAKoOBBII HOMEP JOKYMEHTA

13. Ccpuika Ha PErMCTPALIMOHHBIA HOMEP U 1aTy JOKYMEHTA BKJIKOYAET
PETUCTPALIMOHHBIN

HOMED U ATy JOKYMEHTA, Ha KOTOPBINA JOJIKEH OBITh JaH OTBET:

Ha Ne OT

14. MecTto cocTaBieHHs JOKYMEHTA YKa3bIBalOT B TOM CIIy4ae, €CJIU 3aTPYyJAHEHO €T0
onpeneneHue no peksuzntam «HaumeHoBaHue oprannzannn» U «CipaBOYHbIEC JTaHHbBIE
00 opraHu3alumn».

3.4. OdopmiieHne peKBU3UTOB, pa3MeIllaeMbIX Ha paboyeM 1mojie JOKYMEHTa

15. Anpecar. B ero kauectBe MOT'yT OBITh OPTaHU3AIUHU, UX CTPYKTYPHBIE
noJipasfiejeHusi, J0HKHOCTHBIE WK (pusndeckue nuna. [lpu agpecoBanuu 10KymMeHTa
JOJKHOCTHOMY JIMIlY MHUIIMANBI YKa3bIBAIOTCS Niepen (pamuineil, HaMMEeHOBaHUE
JOJKHOCTHU JaeTcs B IaTeNIbHOM Najaexe. HauMeHoBaHME opraHu3aluy U ee
CTPYKTYPHOI'O MOJPa3/IeJICHNs YKa3bIBAlOT B UMEHUTEIIBHOM IAJIEKE.

[Ipu anpecoBanum AOKyMEeHTa PU3NYECKOMY JIMIlY CHavaljia yKa3bIBalOT (aMUIIUIO U
MHULHAAIIBI, @ 3aT€M MOYTOBBIN aJpec B CIEAYIOIIEM MOPSIIKE:

HAaMMEHOBaHUE aJipecara;

yJIdIa, 10M, KBapTUpa;

HACEJICHHBIN MTYHKT;

obJacTb, Kpai, pecny0Iuka;

CTpaHa;

IIOYTOBEIN MHIEKC

16. I'pud yrBepkaeHuss JOKyMeHTa. JJOKYMEHT yTBEPKIAETCs JOIKHOCTHBIM JIMIIOM
WIH CTICIMATIbHO U37aBaeMbIM JOKyMeHTOM. ['pud cocrout us:

cinoBa YTBEPXJIAIO (6e3 kaBbIuek),

HAaMMEHOBAaHUS JOJKHOCTHU JIMLA, YTBEPKIAIOLIETO JOKYMEHT;

€ro MOJMKUCH, NHUIIAAJIOB, (aMUIIHH;

JaThl YTBEPKIACHUSA

IIpu yTBEpKAECHUH TOKYMEHTA HECKOJIBKUMH JIMI[AMH UX IMOJANKUCH PACIIOIAraroT Ha
OJIHOM YPOBHE.

[Ipu yTBEpKAECHUH TOKYMEHTA IOCTAHOBIIEHUEM, PELIEHUEM, ITPUKA30M, IIPOTOKOJIOM
rpud cocrout u3 cnoa YTBEPXJIEH (YTBEPXIEHA, YTBEPXJIEHBI,
YTBEPX/IEHO), HaumeHOBaHUS yTBEPKAAIOUIETO IOKYMEHTa B TBOPUTEILHOM
aJIexke.

YTBEpKACHUIO MOMJIEKAT: YCTaBbl, IIOJIOKEHUS O TNOAPA3JACICHUAX, MITATHBIE
pacnucaHus, akThl, JOJPKHOCTHBIE UHCTPYKIMU, OTYETHI U JP.

17. Pe3omronus numercst pyKOBOJUTEIEM HEMOCPEACTBEHHO HA JOKYMEHTE U
BKJIFOYAET:

dbaMIIUKM 1 UTHUIUMAIBI UCTIOJIHUTEIIEH (KOMY MOPYYaeTCsl UCIIOJIHEHHE);
COJIEp/KaHNE NIOPYUCHUS;
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CPOK HCIIOJTHEHUS;
MOJANKCH U ATy

18. 3aroo0BoK K TEKCTY BKJIIOYAET B CE0s1 KpaTKOE COAEpKaHue JOKyMeHTa. MoxeT
otrBevaTh Ha Borpoc O yem? (O kom?) unu Yero? B ogHoM cTpoke pacronaraercs He
Oosee 28 3HaKOB U 3aHUMAET He OoJiee 4 CTPOK:

O nopsiike B3MMaHUs HAJIOTOB,

JIomKHOCTHAsE MHCTPYKUUS CEKpeTaps

19. OT™meTKa 0 KOHTpOJIE 3a UCIIOJIHEHUEM JOKyMeHTa o0o3HavaeTcst OykBoi K miun
CJIOBOM

KOHTPOJIb.

20. Tekcr gokyMeHTa 0hOPMIISIFOT B BUJI€ AHKETHI, TAOJIUIIbI, CBSI3HOTO TEKCTA WUJIU B
BUJIE COCJIMHEHUS dTUX CTPYKTYp (0pOopMIIeHHE B COOTBETCTBUM C TPEOOBAHUSAMU K
Ka)XJJOMY KOHKPETHOMY BUY JOKYMEHTA).

21. OT™MeTKa 0 HAIMYMU MPUIOKEHUS, HA3BAaHHOTO B TEKCTE, OPOPMIISIIOT TaK:
[Tpunoxenue: Ha (KOJI-BO JIUCTOB), B (KOJI-BO IK3EMIUISIPOB):

[Ipunoxenue: Ha 5 I1., B 2 7K3.

WIH

[MPMJIOXKEHME: 1. KonTpakTt ot 05.02.09 Ne 41/8 na 3 1., B 2 3K3.

2. Akt npueMk# pabot ot 15.06.09 Ne 47 na 1 1., B 4 3K3.

22. B cocTaB peKBU3UTA MOJINUCH BXOJAT:

HAaMMEHOBAaHUE JOJKHOCTHU JIMLA, TOANUCABIIETO JOKYMEHT

JUYHAas MOANUCH

ee pacindpoBKa (MHUIIUATBI IPOCTABIISIIOTCS TIepes] paMuiImneil):

I'enepanbhbiil nupextop noanuck N.O.@amunus

[Tpu noanucaHuy TOKYMEHTA HECKOJIBKUMU JOJKHOCTHBIMU JIMLAMH UX MTOJAIUCH
pacroiararoT oJiHa O]l IPYroil B MOCIEA0BATEIbHOCTH, COOTBETCTBYIOIIEH
3aHUMAaeMOU JOJKHOCTH:

I'enepanbubiil nupextop noanuck N.O.damuius

['maBubIit Oyxrantep noanuck N.O.Gamunus

[Ipu noanucaHuu TOKyMEHTAa HECKOJIBKUMU JIMIIAMH PaBHBIX JOJKHOCTEW WIIN
MPEACTABUTEISIMH PA3TMYHBIX OpraHU3aLMI UX MOAINUCH PACIIONaraloT Ha OJHOM
[Tpu moanucannuy JOKyMEHTa KOMHCCHEH YKa3bIBAIOT HE JOJKHOCTH, & UX 0053aHHOCTH
B 3TOU KOMHUCCHU:

[Ipencenarens komuccuu noanuch N.0O.damunus

Unensl komuccuu nognuck M.0.Oamumnus

noanuck N.O.Gamunus

23. I'pud cormacoBanus TOKyMEHTa COCTOUT H3:

cinoBa COI'JTACOBAHO:

JOJKHOCTH JIUIA, C KOTOPBIM COTJIAaCOBBIBAOT JOKYMEHT;

JIMYHOM MOJINCH;

pacuinpoBKU NOAMKCH;

JIaThl COTJIaCOBAHUS:

COT'JIACOBAHO

HayanpHuK Ci1y>KObl TEXHUUECKOTO KOHTPOJIS
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noanuch N.O.Damunus

24. Bu3a corinacoBaHus JIOKyMEHTA BKJIKOYACT:

JTOJ>KHOCTh BU3HPYIOUIETO;

MO/ITUCH;

nary:

IOpuckoHCynbT

noanuchk N.O.@amumnus

00.00.00.

[Ipu Hanmumu 3amMeyaHuil WK IPeAJIOKEHUN BU3Y O(DOPMIISIOT TaK:
3aMeuaHus MPUIIararoTcs

HavyanpHuK TOCygapCTBEHHOTO MIPABOBOTO YIIPABIICHUS

noanuck U.O.Oamuninusg

00.00.00.

25. Ileuath cTaBUTCA HA TOKYMEHTBI, TPEOYIOIHE 0COO0T0 YIOCTOBEPEHUS,
TOATBEPKJICHHS UX

IOPUNYECKON CHIIBI:

YAOCTOBEPSAIOLINX MPaBa JIUIL;

bukcupyromux GakTel, CBsI3aHHBIC ¢ PUHAHCOBBIMU CPEJICTBAMU;

UHBIX JIOKYMEHTAaX, MPeIyCMaTPUBAIOIIUX 3aBEPEHUE TTONIMHHOCTH TOJIITHUCH.
OTTHUCK NIeYaTH JOJIKEH 3aXBaThIBATh OKOHUYaHHE HAUMEHOBAHUS JOJKHOCTH U HA4ajo
JIMYHOM ITOIITHUCH:

JupekTop 3aBojaa noanuch N.O.@amunus

M.IL

26. OT™METKa 0 3aBEpEHUHN KOMUHU PACMOJIAraeTCsl HUXKE PEKBU3UTA «IIOAIUCHY U
BKJIFOYAET:

cioBo BepHo;

JOJKHOCTD JIMLIA, 3aBEPUBILETO KOMUIO;

JUYHYIO MOAIHUCH;

pacunpoBKy MOANMUCH (MHUITUAIBI, (PaMUIIHIO);

JaTy 3aBEPEHUSL:

27. OTMeTKa 00 UCTIOTTHUTEINE BKIIOYAET B CEO:

WHUIMAIB 1 (DaMIITAIO UCTIOTHUTEINS TIOKYMEHTa (Hare4aTaBIiero T0KYMEHT);
HOMED ero TenedoHa:

B.A.MuponoBa

142 13 45

3.5. OdopmiteHHE PEKBU3UTOB, Pa3MeEIIaeMbIX Ha CITY)KEOHOM TOJIe TOKYMEHTA
28. OTMeTKa 00 UCTIOTHEHUU JOKYMEHTA U HAalPaBJICHUHU €T0 B J€JI0 CTABUTCS Ha
WCIIOJTHEHHBIX IOKYMEHTaX, MOAJIeKAMX MOAIIUBKE B J1eJ10. Bkitoyaer:
clioBo «B genow;

HOMED JeNa, B KOTOPOM OyAeT XPaHUTHCS JOKYMEHT:

B neno Ne 1-5 moanucs 00.00.0000

29. OT™MeTKa O MOCTYIUICHUU JOKYMEHTA B OPTaHU3AIUIO COJAEPKUT OUEPETHOMN
MOPSIAKOBBINA HOMEP U AaTy MOCTYIUJICHUS IOKYMEHTA:

Bx. Ne 00002
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Hara 08.05.2009
30. Unentudukatop 37€KTPOHHOU KOMUU JOKYMEHTA IPOCTABISAETCS B IEBOM HUKHEM
YIJy KaXI0W CTPAHMIIBI U COJIEPKUT HAUMEHOBaHUE (paiiia Ha MAIIMHHOM HOCHTEIE,
JaTy U IpyTHe NOUCKOBBIE JaHHBIE JOKYMEHTA.

Bonpocsl 1yist caMOKOHTPOJISA
1. TpeboBanus K OQPOPMIIEHUIO U PACTIOTIOKEHHUIO PEKBU3UTOB, pa3MeIllaeMbIX Ha
omanke popmara A4. 2. Kakue TpeOoBaHUS MPEIBIBISIOTCS K TOJISIM JOKYMEHTOB?
3. Kakue BujibI OJJaHKOB UCIIONIB3YIOTCS B J€ATEIBHOCTH OpraHu3afii?
4. Pacnionoxute Ha popmate A4 peKBU3UTHI, B cOOTBeTCTBUHM ¢ npaBuiamu ['OCTa.
5.0¢dopmuTe HIKETPUBEIEHHBIE PEKBU3UTHI B COOTBETCTBUU C MPABUIIAMU:
- 0D OPMUTH PEKBUBHUT «IOJAMHCH.
- 0hOpMUTH «TPUQ YTBEPKIACHUS».
- 0DOPMUTH PEKBU3HUT «OTMETKA O HAIMYUU TIPUIIOKESHUSI.
- 0D OPMUTH PEKBUBHUT «apecar.

TecTbl JI CAMOKOHTPOJIS

1. Peructpanusi JOKyMEHTOB —
2. 3amMch B Y4eTHbIX ¢Gopmax (KypHajaxX, KapTodykax M T.N.) KPaTKUX CBEACHUH O IOKYMEHTE W
MPOCTaBJIEHHE Ha JOKYMEHTE JEJIONPOU3BOJICTBEHHOIO UHJEKCA U JIaThl PETUCTPALIUU.
nepeyeHsb (CMUCOK) 4ero-amdo, MpuMeHsIeMbIN B OyXraJITepCKOM Y4eTe U AeTONPOU3BOICTBE.
peleHue, IPUHATOE COBEIIaHNuEM, ChE3/10M, KOH(EpeHLIneH U T.I1. 0 00CYKJaeMOMY BOIIPOCY.
. IMCbMEHHOE YyKa3aHME pPYKOBOJAUTEN HCIOJIHUTENI0 O XapakTepe M CpoKax HCIOIHEHUS
JOKYMEHTA.

2. Beibepute HEBEpHBII OTBET.
Enunbie npaBmiia oopmIiteHHs] TOKYMEHTOB HEOOXO0IUMBI:
1. g npuaaHus PUANIECKON CHIIBI JOKYMEHTAaM;
2. Ka4yeCTBEHHOI'O U OI€paTUBHOI'O0 COCTABJICHUA U UCIIOJTHEHUA JOKYMCHTOB;
3. yno0GHOTO U OBICTPOTO TIOUCKA JIOKYMEHTOB;
4. BCe OTBETHI HCBCPHELIC.
3. BriGepure HEeBEpHBI OTBET:
E,Z[I/IHBIC Tpe6OBaHI/IH H IIpaBuUJIa 0(1)0];)MJ'I€HI/I$I JOKYMCHTOB CYHICCTBYIOT HE3aBUCHUMO OT TOI'O:
1. TOCYAapCTBCHHOC 3TO MPEAIIPUATHIC UIIU KOMMEPUICCKOC,
2. KakKuM BHUAOM ACATCIBHOCTHU OHO 3aHUMACTCA,
3. kak BCOCTCA ACIOIIPOU3BOACTBO,
4. Bce OTBETEHI HCBCPHLIC.
4. O0s3aTeNBbHBIN AIEMEHT 0()OPMIICHUS TOKYMEHTAa Ha3bIBAETCS
1.6;1aHK TOKyMEHTa;
YIJI0BOM WIX IIPOJOJIBHBIN LITAMII,
PEKBU3UT JOKYMCHTA,
KOIINA JOKYMCHTA.
. Kaxxnpiii ToKkyMeHT
HUMECT PIHI[PIBPII[yaJ'IBHBIﬁ Ha6op PCKBU3UTOB;
00s13aTeNLHO COACPIKUT TUIIOBOM Ha60p PCKBU3UTOB;
odopmiseTcs o yCMOTPEHHIO CEKpeTaps;
BCC MPCAbIAYIINEC OTBCTHI HCBCPHBI.
. OTcyTcTBHUE 00513aTENBbHBIX JJISI JAHHOTO BUJIa TOKYMEHTOB PEKBU3UTOB
CTaBUT IO COMHCHUC MTOAJIMHHOCTb JOKYMCHTA,
BJICUCT YBCIIMUCHUC CPOKOB UCIIOJIHCHUA JOKYMCHTA,

PR

N OVE LN =GR L



19

3. BBIHYXJIa€T OTIPABUTH JTOKYMEHT Ha IOPA0OTKY;
4. nuiaer JOKYMEHT FOpPUINYECKON CUIIbI;

7. COBOKYHHOCTB PECKBHU3UTOB, MIOATBCPKAAIOINIUX IIOAJIMHHOCTH JOKYMCHTA H

COACPIKAIIUXCA B HEM CBGI[GHI/Iﬁ - OTO PCKBU3UTLI

1. comepkarenbHON 4acTH JOKYMCHTA,

2. 3aroJIOBOYHOM YaCTH JIOKYMEHTA;

3. odopmisroIel YacTH JOKYMEHTA,

4. odopmisieMble HA 000POTHOM CTOPOHE TIOKYMEHTA.

8. Yactp muiomaau popmara, npeaHasHadeHHas JJIs MOJeH JOKYMEHTa U 3aKperyieHUs
€ro B CPECTBAX XpAaHECHHUS, HA3bIBACTCS

1. pabouee 1moJie TOKyMEHTA;

2. cnyxeOHOe T0JIe TIOKYMEHTA;

3. moJe s pa3MeieHue YrioBOro U MPOJI0JILHOTO MITaMITa;
4. BCe MpeIbIIYIINE OTBETH HE BEPHBI.

0.

BcrniomorarennHbie ACJIOMPON3BOACTBCHHBIC OTMCTKH Ha AOKYMCHTAaX

paciojararoTcsa

1. B comepkareabHON YacTH JOKYMEHTA,
2. B 0GopMIISIONIEH YacTH JJOKYMEHTA;
3. B 3aroJOBOYHOM YaCTH IOKYMEHTa;

4. B 000 YaCTH TOKYMEHTA.

10. CrangapTHbIi JTUCT OymMaru ¢ HAHECEHHBIMHU Ha HEM IMOCTOSSHHBIMHU PEKBU3UTAMH,
coJiep KallluMHi HEOOX0ANMYI0 HH(POpMAIIHIO 00 OpraHu3aliy - aBTOPE JOKYMEHTA -
3TO:

1. JlokymeHT;

2. CnpaBka 0 MECTOHAXOKJICHUHU OpraHU3alllH;
3. UepHOBUK JOKYMEHTA;

4. bnaHK JOKYMEHTA;

Bonpocs! 17151 caMOCTOSTEILHOT0 U3y4YeHUS:
CocTtaB peKBU3UTOB IOKYMEHTOB.
Enunsie nmpaBuina ohopmiieHs JOKYMEHTOB U UX (YHKITUH.
PexBU3UT Kak 0053aTeIBHBIN 3JIeMEHT opopMIIeHHS 0PHUITUATIBEHOTO TOKYMEHTA.
TunoBo# cocTaB pEKBU3UTOB, TOCTOSIHHBIE U IEPEMEHHbBIE PEKBU3HTHI.
TeMbl 10KJI210B U pedepaToB

HcTopus pycckoil 4e10BOM MUCbMEHHOCTH M PA3BUTUE IOKYMEHTA.
[Iprka3Hoy nepuo1 B pa3BUTUH PYCCKOM J€JIOBOM MMCbMEHHOCTH.
Koiutexxckuii nepuos B pa3sBUTUU PYCCKOU JE€I0BOM MUCHbMEHHOCTH.
MuHucTepCcKrii NEPUOA B Pa3BUTUU PYCCKOM JEI0BOM TMCbMEHHOCTH.
CoBeTcKuil 1 MOCTCOBETCKUM MEPHUO]T B pa3BUTUH PYCCKOU J€I0BOM
MMHUCbMEHHOCTH.

Ilepedenb quTEpaTYpPhI U Y4eOHO-METOAUYECKHX MATEPHATOB

JAJIS CAMOCTOAATEILHOM MOATOTOBKH 10 TeMe
a) OCHOBHasl JIUTEpaTypa
1. Pycckuii 3K B JIEIOBOM JOKYMEHTAIMH: YICOHUK U TIPAKTUKYM JJISI BY30B /
A. IO. UBanoBa. — M.: U3pgatensctBO FOpaiit, 2017.
2. Boiituk H. B. PedueBas kommyHukanus: yue6. mocooue s By30B. M. :
NzparensctBo FOpaiit, 2017.
3. Pycckuii s3bIk U KyabTypa peud. CoBpeMEHHasl SI3bIKOBasi CUTyallus: y4eOHUK

A W N~
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Y IPAKTUKYM JJid OakaiaBpuarta u Mmaructparypsl. — M.: M3parensctBo HOpaiit, 2017.

0) IOMOTHUTENbHAS TUTEpaTypa

4. Oxkeanckas X.JI. Pycckuii s3bIKk M KynbTypa peud: YuyeOHOe mocobue ams
oOyuaromuxcs no cnenuanbHoctu 20.03.01 «Iloxapnas 0e3omacHocTh». — MIBaHOBO,
NBanoso. OOHU UIICA I'TIC MYC Poccuu. 2020.

5. KomnoBanenko E.Il., Oxeanckas X.JI., Bonkosa T.H., Jlazaper A.A.
KoMMyHuKaTUBHOE B3aUMOECHCTBUE B HAI30PHO-NIPOPUIAKTUYECKON NEATENBHOCTH
MUYC Poccun: Yuebnoe nocobue. Msanoso. OOHU UIICA T'TIC MUYC Poccumn.
2019 (I'PU® YMO MYC Poccun)

Tema 3. SI3bIK U CTWIB /1€10BOT0 IOKYMEHTA.
MeTonnyeckue peKOMEHIANNH M0 U3Y4YEHHIO TeMbI
Kparkoe conepxanue Tembl:

S3bIK cly’)K€OHBIX JAOKYMEHTOB — 3TO PAa3HOBUAHOCTH O(PUIIMATIBHO-JEIOBOIO
COBPEMEHHOTI'0 JINTEPATYpPHOTO S3bIKa, UCIOJIb3YEMOro B chepe IeI0BOro O0IeHUs s
COCTaBJIeHUs TOKYyMEHTOB. OCOOEHHOCTH SI3bIKa:

a) TOYHOCTb U SICHOCTh JOCTUTAETCS

TIIATEJIbHBIM TT0100POM CJIOB;

UCIIOJIb30BAHUEM CJIOB U TEPMHHOB C TOYHBIM TOJIKOBAHHMEM HAIMCaHHOTO;

IPSMBIM MOPSAKOM CJIOB B MPEJI0KECHUH;

0) JNAKOHMYHOCTHb TMpEIyCMAaTPUBAET KPATKOCTh M UYETKOCTh M3JIOXKEHus, 0e3

BTOPOCTENEHHBIX J€TaJei U TIOBTOPOB, HEMHOT'OCJIOBHOCTb;

B) yO€IUTENbHOCTh JOCTUTAETCS:

HAJIMYMEM JJOCTOBEPHOU MH(pOpMaIINH;

HAJIMYMEM BECKUX apTyMEHTOB, MOOYKIAIOIIMX MOJIyYaTels TOKYMEHTa K COBEPIICHUIO

ONPEJICIICHHBIX JICUCTBUH;

JIOTUKOM H3JIOKECHUS;

0e3ynpeyHOCThIO0 (POPMYITMPOBOK B FOPHANIECKOM OTHOIIICHHH;

') HEUTPATbHOCTh TOHA:

U3JI0KEHUE TEKCTa OT 3-T0 JINLA;

OTCYTCTBHE dMOIIMOHAIILHON OKpacKku (aKTOB, COOBITUI;

OTCYTCTBHE JIMYHOTO MOAX0/a K OIICHKE HH(OpMaIny;

1) yCTOHYHBBIE CIIOBOCOYETAHUS — 3TO YNOTpeOIeHNEe OOIBIINHCTBA CIOB B CITYKEOHBIX

JOKYMEHTaX TOJIbKO C OJTHUM WJIM OTPaHUYEHHOM IPYIION CIIOB.
OdunuansHO-1€TOBOM CTUJIb XapaKTepeH TS MEKTYHAPOIHOM,

roCy/IapCTBEHHOM, CITy>XK€OHOMN JIOKYMEHTAIMi. B OCHOBHOM JIaHHBIN CTUJIb MPEJACTABICH
B MUCbMEHHOU Qopme. YcTHas popma odpulnambHO-AETOBON PeUr — 3TO BBICTYIUICHUS
Ha 3acelaHusX, MpHeMax, COOpaHUsX, MOKIaJAbl TOCYJApPCTBEHHBIX U OOIECTBEHHBIX
TIesITENEH, TeTOBBIC TIEPETrOBOPBI MEXK Ty TapTHepaMu | T.71. OQuIaibHO-1eJI0BOM peun
npucymu: 1) TOYHOCTb, OJIHO3HAYHOCTH (POPMYIUPOBOK, KOTOpPHIE HE JIOMYCKAIOT
BO3MOKHOCTH pa3HbIX TOJKOBaHUHN (HHKakux «Ka3HUTh HeIb3s MOMUIOBAThHY»); 2)
HEKoTOpasi O€3JMYHOCTh U CYXOCTh H3JIOXKEHHUS (BBIHOCUTCS Ha OOCYXIEHHUE a He
BBIHOCUM Ha OOCYXJEHHE; OTMEYAIOTCSl ClIy4au HEBBINOJHEHUS AOTrOBOpa U T.IL.); 3)
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CTEPEOTHUITHOCTh, CTAHIAPTHOCTh M3JIOKECHUSI. DTO 3HAYUT, YTO B TEKCTax O(HUITMAIBHO-
JICTIOBOTO CTHJISI HMCTIONB3YIOTCS TOTOBBIC SI3BIKOBBIC (DOPMYJIbI WM KIHWIIE: BBUIY
OTCYTCTBUS, BMEHUTh B OOS3aHHOCTB, MPOIIY NPHHATH MEPHI; OIjaTa TapaHTUPYETCH,
MIPEIOKEHUE 000PEHO, HAICKAIIUN, HIKECIIEYIOIIHA | T.11.

JIOKyMEHTBI OJHOTO THIIA, HANPUMEP, PANoOpPThl, MPOTOKOJIBI, ITOCTAHOBICHMUS,
MPUKa3bl, MUIIYTCA MO OJHOMY OOpasily, CTaHIapTy. SI3BIK NaHHOTO CTWJISI MMEET U
npyrue ocooeHHocTr. ClI0Ba UCIONB3YIOTCS B CBOMX MPSMBIX 3HadeHUsAX. OOpa3HOCTB,
SMUTETBI, MeTadopbl, CpPaBHEHHUS OTCYTCTBYIOT. MHOrO CJIOB, OTpa)KaroUuX
O UITMANTBHO-ICIIOBBIE  OTHOIICHHUS (TIOCTAHOBJICHWE, YJAOCTOBEPCHHUE JIMYHOCTH,
pacniopsbkenue).  IIpeoOiiamaroT  OTIIIarojibHbIE — CYIIECTBUTEIbHBIC  (TYIICHHE,
yBeJOMJICHUE, MPOBEpKa). MCmomb3yoTes CymecTBUTEIbHbBIC, 0003HAYAOIINE JIUIIO 110
NpHU3HAKy JCHCTBUS WJIM OTHOIICHUS (3aMECTHTENb, pPaboTo/IaTe b, HHCIICKTOD).
Bonpiioe KOJIMYECTBO MPUYACTHBIX M JICCNIPUYACTHBIX OOOPOTOB: TPHHHMMAs BO
BHUMAaHWE,  y4YWUTHIBAsS  BO3MOXKHOCTb, OpraHy MECTHOIO  CaMOYIpaBJICHUS,
HanpaBuBIieMy  uHbopmanuio. [IpemiokeHus, Kak  TpaBWiIO,  CIOXKHBIE, C
000CO0JICHHBIMU 000pOTaMH, OJHOPOJAHBIMU HJICHAMU. MHOTO CJIOB, OTPaKarOIIUX
ouIMaTBHO-CIIOBBIE OTHOIICHUS. [Ipeo0yaaloT OTIIAroJIbHBIE CYIICCTBUTCIIBHBIC.
Hcnonb3yroTcsi CyIIECTBUTENIbHBIC, O003HAUYAIONINE JIUIO0 TNPH3HAKY JACHCTBUS WIH
OTHOIICHHUS. bBOJbIIOe KONMMYECTBO NPHYACTHBIX M JICCMPUYACTHBIX 00OPOTOB.
[TpennmoskeHus, KaKk MPaBHUIIO, CIOXKHBIE, C 000COOJICHHBIMU 00OpPOTaMH, OJTHOPOIHBIMHU
YJIEHAMH.

Bonpochl 11si CAMOKOHTPOJISE

To4YHOCTH KaK CTHIIEBAs IIPUMETA JAEIOBOW JOKYMEHTAIIHH.
SIcHOCTB Kak cThieBasi MpUMeETa JeJI0OBOM JOKYMEHTALIUH.
JIaKOHUYHOCTH KaK CTUJIEBAs IPUMETA JIEJIOBOM TOKYMEHTAIMH.
Y06enuTeapHOCTh 1 JJOTUKA U3JI0KEHUS KaK CTHUJICBBIC IPUMETHI JEIOBOM
JTIOKYMEHTAIINH.

5. HelTpaibHOCTH TOHA, SI3BIKOBBIC KJIWIIIEC KAK CTUJIECBBIE IPUMETHI AEI0BOU

JTIOKYMEHTAIIHH.
6. SI3pIKOBBIE (hOPMYJITBI OUIIUATEHBIX JOKYMEHTOB.
TecThl 1151 CAMOKOHTPOJIS

1. YcranoBuTE BEpHOE COOTBETCTBUE:

S

1. JloxymeHTanbHasi TMHIBUCTUKA — OUEHb a) IUICOHA3M
WHTEPECHBIIN MpPEeIMET.
2. Ha oOwekTe ocyiiecTBiseTCs MPOMYCKHON U b) HapylieHHe cO4eTaeMOCTH
BHYTPHOOBEKTOBBII PEXKUM.
3. MoxeTte 11 Bbl py4aThCs 32 BO3BpAT KpeauTa? ¢) omubOKa BbIOOpa CHHOHUMA
4. Tlpuxoaute B SHBape Mecsle, cpa3y mocie d) TtaBTONOTHS
HOBOTOJIHUX MPa3qHUKOB.
5. B kaOuHeT TuTepaTyphl 3aB€3€HO MIECTh BETUKUX e) omuOKa BEIOOpa MapoHuMa
MycaTeeH.
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2. Uem MOKeT OBbITh BbI3BaHa peyeBas HEJOCTATOYHOCTD:
1. TpOITyCKOM CIIOBa/CIIOBOCOYETAHUS;
2. HapylIeHHEM JICKCUYECKON COUeTaeMOCTH;
3. JOTHYEeCcKOM OIIHOKOM COMOCTABIIEHNS HECOIIOCTAaBUMBIX ITOHITHH
4. MOXeT OBITh BbI3BaHA KaX/IOH U3 TPEX MEPSUUCICHHBIX PUIHH.
3. IlonGepute K CyIIECTBUTEIIBHBIM TJIAr0Jibl, C KOTOPHIMU OHU COYETAIOTCS B JI€TIOBOM

peun (Hampumep, 3-1).

1. mpeTeH3us 1. oCyI1eCTBISATh
2. BBITOBOD 2. COCTaBHUTH

3. ciy>keOHOE TTHCHEMO 3. 0OBSIBUTH

4. KOHTPOJIb 4. HanpaBUTh

5. aKT 5. IpebsIBUTh

4. YKaxxuTe NPUHAIJICKHOCTh JOKYMEHTA (JIeBasi KOJIOHKA) K TPYyMIEe JOKYMEHTOB
(mpaBast kosioHka). Hampumep, 1-3.

1. mpukas 1. opraHn3alMOHHO-PACIIOPSIAUTEIIbHBIE
2. oTYeT

3. aBrobuorpadus 2. nH(OpPMAaLMOHHO-CIIPABOYHbBIE

4. TOBEPEHHOCTH

5. cipaBka 3. 4aCTHBIE I€JIOBbIE

6. ycTaB

5. B xakux 1OoKyMeHTax YNoTpeOsIeTCs I1aroia-AeHCTBUE «ITPOCUTHY?

a) )xanooa;

0) ciryxeOHas 3aITHCKa;

B) 3asBJICHUE;

I') JOBEPEHHOCTb.

6. B xakux npumepax yrnoTpebIeHHe IpeasIoroB B 0(HUIIHAIBHO-/IEIOBON PeUH

SIBJIIETCS OIIMOOYHBIM ?

a) OTYUTATHCSA 110 padoTe;

0) mokinaa 00 uTorax padOThI;

B) Onaromaps 00Jie3HU;

T') IEPErOBOPHI 10 HOBOH CIIEIKE.

7. YCcTaHOBUTE COOTBETCTBUE MEXKAY 3aUMCTBOBAHHBIMU CJIOBAMU, XAPAKTEPHBIMU 151

o(UIMaTBLHO-CIIOBON PEYH, U MX 3HAUCHUSIMHU:

1) anbsiHC a) corjacue

2) KOHCEHCYC 0) BiIOXKEHUE

3) pecoHJeHT B) COI03

4) kBOTa T) 107

5) MHBECTHIINH 1) IpETeH3Us

6) pexiaManus €) OolpalIMBaeMbli
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8. YcTaHOBUTE COOTBETCTBUE TUIIOB PEUCBLIX I[CflCTBHfI M KJIIOYCBBIX CJIOB JOKYMCHTA!

1) coobmienue a) 0OBsBIsIEM

2) npeIoKeHne 0) HE MOXEM BBITIOJIHUTD
3) TpeboBaHue B) YBEJIOMJISIEM

4) 3asBJICHUE I') HACTauBaeM

5) oGemanue 1) 00s13yeMcs

6) oTka3 €) mpeasaraem

9. Beibepute Hanbosee MpueMIeMbIil BApUaHT PEUEBOTO KIIUIIIE:

1.
2.
3.
4.

[IpocuM npuHATE yyacTHE B HALIEM MEPONPUATHH
[Ipocum noceTuTs Halle MEPOIPUATHE

[Ipocum npuexare Ha Hale MEPONIPUATHE
[Ipuessxaiite Ha Hame meponpusATre!

10. B xakom BAPpHUAHTC IIPABUJIBHO yHOTp€6J'I€H mpeajor € CYHIGCTBI/ITCJIBHBIM?

1.
2.

[98)

N =

—

W N

0 MpeKpalleHne HapyleHus! IPaBul HeIMCKPUMUHAIIMOHHOTO JIOCTYIa K TOBapam. ..

O HEJOMYIICHUE JEeHCTBHI, KOTOPHIE MOTYT SIBISATHCS MPEMSATCTBUEM JJII BO3HUKHOBEHHS
KOHKYpPEHLIIMH ¥ (MJIM) MOTYT TNPUBECTH K OTPAaHMYEHUIO, YCTPAHEHHIO KOHKYPEHIIMH U
HapyYIIEHUIO AHTUMOHOTIOIBHOTO 3aKOHO/1aTENNbCTBA;

00 ycTpaHeHHe MOCIIECTBUI HapyIIeHHUs] aHTUMOHOIIOJIBHOTO 3aKOHO/IaTENIbCTBA. . .

O BOCCTAHOBJICHHE TIOJIOKEHUSI, CYILECTBOBABLIETO O HapyLIEHUS aHTUMOHOIOJIBHOTO
3aKOHOJATENbCTBRA. . .

0 3aKJIIOYEHHUH JIOTOBOPOB, 00 U3MEHEHUH YCIOBUI IOTOBOPOB WA O PACTOPKEHUH JTIOTOBOPOB
B Cllyyae, €CIM NpPHU PACCMOTPEHHH AaHTHUMOHOINOJBbHBIM OpraHoOM Jeja O HapylIeHUU
QHTUMOHOTIOJILHOTO 3aKOHOJIATeNIbCTBA JIUIIAMH, [IPaBa KOTOPBIX HAPYIIEHbI UIH MOTYT ObITh
HapYIICHBI, ObLIO0 3asIBJICHO COOTBETCTBYIOLIEE XOJIaTalCTBO. ..

Bomnpoc 11si caMOCTOATEILHOTO U3YYeHUS:
HNuTepHanmonanbHOE ¥ HAIMOHATLHOE B CIIY)KEOHOM JJOKyMEHTE.

. KonnernanbHOCTb ACJI0BOI'0 JTOKYMCHTA.

TeMbl 10KJI210B U pedepaToB:

. JIunrBucTHuecKkue 0COOEHHOCTH TOKYMEHTA.
. SI3BIKOBOM CTaHAAPT JOKYMEHTA.

Kannensapusmsl B TOKyMEHTE ¥ OOBIICHHOW KOMMYHUKAIIAH.

IlepedeHb uTEpaTYPHI U Y4eOHO-METOAUYECKHX MATEPHATIOB
JAJIS CAMOCTOATEILHOM OATOTOBKH 110 TeMe
a) OCHOBHasl JIUTEpaTypa
1. Pycckuii A3bIK B 1€JI0BOM JOKYMEHTAIIMU: YUY€OHUK U MPAKTUKYM JIJIs1 BY30B /

A. IO. UBanoBa. — M.: U3pgatensctBo FOpaiT, 2017.

2. Boiituk H. B. PeueBas kommyHukanus: yue6. mocobue s By30B. M. :

NzparensctBO FOpaiit, 2017.
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3. Pycckuii s3bIK M KyJbTypa peur. CoBpeMeHHas A3bIKOBAsi CUTyalusi: Y4eOHUK
Y IPAKTUKYM JJ1d OakaiaBpuarta u Maructparypsl. — M.: M3parensctBo HOpaiit, 2017.

0) IOMOIHUTENbHAS TUTEpaTypa

4. Oxeanckas K.JI. Pycckuii s3bIKk UM KyJibTypa pedd: YueOHOe mocoOue st
oOyuaromuxcs no cnenuanbHoctu 20.03.01 «Iloxkapnas 0e3omacHocTh». — MIBaHOBO,
NBanoso. OOHU UIICA I'TIC MUC Poccuu. 2020.

5. KomnoBanenko E.Il., Oxeanckas X.JI., Bonkosa T.H., Jlazaper A.A.
KoMMyHuKaTHBHOE B3aUMOECHCTBUE B HAI30PHO-NIPOPUIAKTUYECKON NeATEIbHOCTH
MUYC Poccuun: Yuebnoe nocobue. Msanoso. OOHU HUIICA T'TIC MUYC Poccumu.
2019 (I'PUD YMO MUC Poccun)

Tema 4. OcHOBHBIC NPUHIMIIBI PA00THI ¢ JOKYMEHTAMHM.
MeToauvecKkue peKOMEHIANUM 110 U3YUYCHHUIO TEMbI
Kparkoe conepkanue Tembl:

Opranuzanuss pabotel ¢ gokymeHTamu. JlokymeHToo60poT. Opranuzanus
paboThl € JOKYMEHTaMH — OpraHu3alus JOKYMEHTOOOOpOoTa, XpaHEHUus U
UCIIOJIb30BAHUSI ~ JOKYMEHTOB B TEKYyWIEW  JESITENbHOCTH  MNPEANPUSTH.
JIOKyMEeHTOOOOPOT — JIBHIKEHHE JTOKYMEHTOB B OpraHM3alldd C MOMEHTA MX CO3/IaHMs
WM TIOJTYYEHHUS 0 3aBEPILICHUS UCIOJHEHUS WM OTHpaBieHUs. B TOKyMEHTallMOHHOM
00eCreuyeHn CYIIECTBYIOT TPU TPYMIbl JOKYMEHTOB: BXOJSIIUE — IOCTYHAIOLIUE B

OpraHU3aIlMi0; HWCXOMSIINE — OTHpaBIsEeMble W3 OpraHU3alluu; BHYTPEHHUE —
COCTaBJICHHBIC B OpPraHU3aIlMK M UCIIOJIb3yEeMble BO BHYTPEHHEM YIIPABIICHHUH.
PaGora ¢ BxoasmuMu JIOKyMEHTaMu. BXonsdmuii TOKYMEHT — JIOKYMEHT,

NOCTYNUBIIMK Ha TMpeAnpusTHe, B YUYPEKIEHUE, opraHuzanuio. MoryT ObITh
JIOCTaBIIEHbI MO0 TIOYTE, KYphepoM, MO Qakcy, deKTpoHHOW moute. [IpoxoasT
CICAYIOIKNE dTambl 00pabOTKU: nepBuyHas 00paboTka; IpeBapUTEIbHOC
PacCMOTpEHUE; perucTpanus; paccCMOTpeHHe JOKYMEHTa PYKOBOJUTEIIEM;
HAIPaBJIICHUE HA WCIIOJIHEHHWE, KOHTPOJIb HCIIOJHEHUS; HCIOJHEHUE JIOKYMEHTA,
MOJIITMBKA IOKYMEHTA B JEJIO.

PaGora ¢ wucxomsmmmu gokymMeHTamu. Mcxopsiipme HJOKYMEHTBI — 3TO
opuIMaNbHBIE  JIOKYMEHTBHI, OTIpaBIsieMble U3  YUYPEXKICHHUS, OpraHu3alii,
OpeanpusaTrs. JTambl 00pabOTKU:  COCTABJICHHE NPOEKTa JOKYMEHTa; IPOBEPKa
MPaBWILHOCTH OOPMIICHHUS MPOEKTA JOKYMEHTa; COTJIACOBAaHWE MPOEKTa JIOKYMEHTA;
MOJAMKUCAHUE JOKYMEHTa PYKOBOAMTENIEM;  PETUCTpalus JIOKYMEHTa;  OTIpaBKa
JIOKYMEHTA aJipecaTy; MOJAIINBKA BTOPOTO IK3EMIUIIpa (KOMUHU) B AEIIO.

PaGoTa ¢ BHyTpeHHUMH TOKyMEHTaMU. BHYTpEHHUMHU HA3BIBAIOTCS JOKYMEHTHI,
KOTOPBIE COCTABISIOTCSI, UCTIOHSIIOTCS, XPAHATCS B paMKaxX CaMOTO TPEINPHUSITHS U HE
BBIXOJSIT 32 €ro mpeneibl. JTanmbl 00paOOTKH: COCTaBIICHHWE MPOEKTa JTOKYMEHTA;
MpOBEpKa MPABUIBLHOCTA O(GOPMIICHHS MPOEKTa MOKYMEHTA; COTJIACOBAaHHME MPOEKTa
JOKYMEHTa, TOJMHUCAHUE JIOKYMEHTa PYKOBOJMUTEIEM; PETUCTpAIHs JOKYMEHTA,
nepeaada JOKyMEHTa UCTIONHUTENI0; KOHTPOJIb UCTIOJTHEHUS; HWCIIOJTHEHUE JOKYMEHTA,
MPOCTaBIICHUE OTMETKU 00 MCIIOTHEHUH; TOJIITUBKA UCTIOJTHEHHOTO TOKYMEHTA B JIEJO.

Peructpammsi JOKyMEHTOB — 3amuCh JAHHBIX O JOKYMEHTE B JKypHAJe TIO
yCTaHOBJIEHHOWU (Qopme, ¢ukcupyronied QakT ero co3aaHusi, OTHPABICHUS WIH
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nonydenud. llpu perucrpanuu QOKYMEHT MOJIy4aeT CBOM IOPALKOBBIM HOMEp, IOJX
KOTOPBIM OH BHOCUTCS B  KypHal. @OpMbl perucTpauuv  JOKYMEHTOB:
LIEHTPAJIN30BaHHAs — PETUCTPALMOHHBIE OIEPALMU IMPOBOIATCA B OJHOM MECTE WM
OJIHUM PaOOTHHUKOM; JICIICHTPAIN30BAHHASI — PETUCTPAIIMOHHBIC OMEPAIH TPOBOSITCS
B CTPYKTYPHBIX MOJPA3ACICHUIX; CMEIIaHHAs — YacTh JOKYMEHTOB PETrUCTPUPYETCS
LEHTPAJIM30BaHHO, JIpyras B CTPYKTYPHBIX IIOJpas3feiicHusX. Perucrtpupyemele
JOKYMEHTBI JIEJSATCA Ha HECKOJIBKO TPYII, KaxJaas U3 KOTOPBIX PErUCTPUPYETCS
OT/AEJIBHO OT APYTUX: BXOIAIINE; HCXOASAIINE; BHYTPEHHHUE; KOHTPAKThI, JOKYMEHTBI
¢ rpudoM OrpaHHUCHHUS JOCTYyMA. JJOKyMEHTBI MOTYT UMETh PErUCTPAllMOHHBIE HOMEPA,
COCTOSIIIME: W3 MOPSAKOBOTO HOMEpa JOKYMEHTa C Hayajga TroJa; YCIOBHOIO
0003Ha4YeHUsI CTPYKTYPHOT'O MOAPA3EICHUS UIN JIOJDKHOCTHOTO JIMIA; HOMEpa Jiefia, B
KOTOpoe OyJeT MOIIIUT JOKYMEHT WIM €ro Komus. Buibl peructpaiuu: xypHajabHasi;
KapTO4Hasi; KoMIbloTepHas. [JoKyMeHThI, HE MOJJIekKAIIUE PErUCTpaIuu (MPUMEPHBIN
CIIMCOK): TIO3JIpaBUTEIIbHBIC MUCHhMA; MPUTJIANICHUS; pPEKJIaMHbIC MHUChbMa, Mpaiic-
JIUCTHI, KaTaJIOTH; TIeYaTHbIC W3IaHUsT ((KypHaJIbl, OPOITIOPHI); H3BEIICHUS, COOOIICHUS
0 BCTpeuax, MeperoBopax; MUChMa C TOMETKON «IMYHOY»; MPOrpaMMbl KOH(EPEHIINH,
COBECIIAHUM M T.II.

Kontpons wucnonnenuss gokymeHToB. llenb KoHTponss — oOecreueHue
CBOEBPEMEHHOT'0 MCTIOJHEHHS HanboJjiee BaXHBIX U CPOUHBIX JOKYMEHTOB, KOTOPBIC TIO
MOPYYCHUIO PYKOBOIUTENS OpraHU3allMy IIOCTaBJICHbI Ha KOHTpPoJb. CoaepxaHue
KOHTPOJISI MCHOJIHEHUS: 3aHECEHUE HAHHBIX O JOKYMEHTAaX, MCIIOJHHUTEISAX U CPOKax
VCTIOJIHEHUS, YCTAHOBJICHHUE IPOMENKYTOUHBIX KOHTPOJBHBIX CPOKOB HCIOJHECHUS;
UHOOPMUPOBAHHE PYKOBOACTBA O pe3yjibTaTax KOHTPOJS, KOPPEKTHPOBKA CPOKOB
ucrnojHeHusi. CpoK MCHOJHEHUsI JIOKYMEHTOB HE JOJDKEH TmpeBbliath 10 aHEi.
CexkpeTapb-pedepeHT IPOBOJUT B YCTAHOBJICHHBIE CPOKHU MPEABAPUTEIIHLHYIO TTPOBEPKY
U noinydaeT wuHopManui 00 HCIOJHEHHH JIOKYMEHTa, NPUHUMAIOTCS TIpU
HEOOXOAUMOCTH IKCTPEHHBIC Mephl. JJOKYMEHT cunuTaeTCss MCIOJHECHHBIM M CHUMAETCSI
C KOHTPOJISI TIOCJIE TPOBEICHHUS KOHKPETHOW paboThl ucromHutenaeM. [Ipu sTom Ha
JIOKYMEHTE CTaBUTCSI OTMETKa 00 MCIIOJTHEHHH.

HomeHnkmarypa nen — CIHUCOK 3arojOBKOB JI€J, 3aBOAWMMBIX HA MPEINPUSATHH, C
YKa3aHHEM CpPOKOB WX XpaHeHWs. HoMmeHkarypa mnpemHasHadeHa: JJjisd TPYNITHUPOBKHU
WCIIOJTHEHHBIX JOKYMEHTOB B JIella; ydeTa M O0OCCIeUYCHHs] COXPAaHHOCTH JIC,
ONEPATUBHOTO IIOWCKA JOKYMEHTOB B Jena. Pa3jgenamMu HOMEHKIATYpPhI SIBIISIFOTCS
HAMMEHOBAHUS CTPYKTYPHBIX MOJAPA3ACICHUI OpraHu3alii: CEKpeTapuar, TUPEKIUs 1
np. BHyTpum pasmenoB pacnoJsiaraloTcs  3aroJIOBKM A€l ¢ NPUCBOCHHUEM UM
COOTBETCTBYIOIIMX HHJIEKCOB. 3arojioBOK Jeia JOKEH COCTOSTh M3 DJIEMEHTOB:
Ha3BaHUE BUJIa IOKYMEHTA, KpaTKoe cojaepkaHue, nara. Cpok XpaHEHUS KaxaoTo Jeia
onpeneisiercss no «llepeyHro TOKyMEHTOB € YKa3aHWEM CPOKOB XPAHEHHUS» CO CChUIKOU
Ha COOTBETCTBYIONIYIO cTaThio. B rpade «IIpumedanue» mpoCTaBISIOTCS OTMETKH O
3aBEICHUU JIeJI, 00 OTBETCTBEHHBIX 3a OTH JieJla, O TMepejade Jeal B JApyroe
MOJIpa3JieJicHue, O JiejlaX, MNepexoidlux Ha ciueaytomuid ron. KommuectBo gen
yKa3bIBaeTCA MO OKOHYaHUHU roga. HomeHkmaTypa cocTaBisieTcsl €XerogHo (0OBIYHO B
KOHIIE Troja), TIOANUCHIBAETCS CEKpeTapeM-peepeHTOM WU  CIHEHHATUCTOM,
OTBETCTBEHHBIM 3a PabOTy C TOKyMEHTaMH.
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®opmupoBanue nen. DopMupoBaHHE Jena — TPYNIUPOBAHUE MCTIOJIHEHHBIX
JIOKyMEHTOB B JIeJI0 B COOTBETCTBUM C HOMEHKJIATYpOM W CHUCTeMaTH3allusl BHYTPHU
nena. /lenoM Ha3bIBaeTCA COBOKYIMHOCTh TOKYMEHTOB, OTHOCAILUXCS K OAHOMY BOIIPOCY
WU YYacTKy JESATEIbHOCTH, TOMEIICHHBIX B OTIEIbHYIO TBEPAYIO OOJIOKKY,
oopMJIEHHYIO IO OmnpejAelieHHbIM TpaBuiam. Ilpu gopmupoBanum aen HEOOXOAUMO
MPUAECPKUBATHCS CIEAYIOLIEro MOpsAJiKa: B JENIO MOMELIAIOTCA JOKYMEHTHI, padoTa 1o
KOTOPBIM 3aBEPIICHA; JOKYMEHTHI B JI€JI€ SIBJISIOTCS MOJJIMHHUKAMU WM 3aBEPEHHBIMU
KOMUSIMU;  JIOKYMEHTBI Pa3HbIX CPOKOB XpaHEHUs] (OPMHUPYIOTCS B pas3HbIC [€7a;
JOKYMEHTBI, KacalollHecss OJHOTO BOMpPOCAa, MOMEIIAIOTCS B OJHO JEN0; B IO
BKJIFOYAETCSl OJIMH AK3EMIUIAP; KKJbIH TOKYMEHT JOJKEH OBITh MPaBUILHO O(opMIieH
(uMeTh JaTy, MOANUCh, OTMETKY 00 HCMIOJIHEHUH U T.1.); B 110 (OPMUPYIOTCA
JIOKYMEHTHI OJIHOTO TOJla; B JICJIO HE MOJIIMBAIOTCS MPOEKTHI, YSPHOBUKH, BAPUAHTHI;
BHYTPH JTIOKYMEHTHI pacroyiararoTcs B oOpaTHOM XPOHOJIOTUYECKOU
NOCJIEIOBATENIbBHOCTH; O00BEM Jiena He JojikeH npeBbimath 250 nuctoB. Ha o6noxke
7iera yKa3bIBaeTCsl: HAMMEHOBAHUE TIPEANPUSATHS; CTPYKTYPHOE MOJpa3/iesieHue; HoMep
JieNa; 3aroJI0BOK JIeJia; TOJl 3aBEe/ICHHS; CPOK XPaHEHHUS.

OnepaTUBHBIM Ha3bIBAETCS XpaHEHUE JIeI B MecTax WX (opMHUpOBaHHS 10
nepegayd Ha apXWBHOE XpaHEHHE. 3a COXPAHHOCTh JIOKYMEHTOB OTBETCTBEHHOCTh
HECYT PYKOBOJUTEIN CTPYKTYPHBIX TOJPA3lCIICHH W  paOOTHUKH  CIY>KOBI
NEJIONPOU3BOACTBA. B0 Bpemsi ONEpaTUBHOIO XpaHEHUS Jejla MOTYT BbIAABaThCS:
COTpYAHUKAM  TOPEANpHUSITHS [0  yKa3aHUIO  PYKOBOJAUTENS  CTPYKTYpPHOIO
NOApa3AeCHUs; CTOPOHHUM OPraHU3ALMAM MO YKa3aHUIO PYKOBOJIUTENS MPEANPUATHSL.
Boigaua nen coTpyaHukaM st paboThl ocylIecTBisieTcss moja pacnucky. Ha neno,
BBIJIAHHOE IS PabOThl 3aBOAST KapTy-3aMECTHTENb, B KOTOPOIH YKa3bIBaIOT: HOMEP
nena; naty Bblauu; KoMy BblaHo (D.M.0.); cTpykTypHOE mojapas3fesieHue; MOMNKUCh
UCIIOJIHUTEISI; CPOK BO3BpaTa; OTMETKY O BO3Bparte; IMpuMeudaHnue. Jlena BbIAaroTCs BO
BPEMEHHOE T0JIb30BAaHUE COTPYIHUKAM Ha CPOK He Oojee omgHOoro Mecsama. CTOpOHHUM
OpraHu3anusM Jejla BbLAAIOTCS 10 HUX MHCbMEHHOMY 3alpoCcy U Pa3pelICHHIO
pykoBoguTenss opranuzauuu. [Ipm Bblgaye 3aBOIUTCS KapTa-3aMECTUTENb U CO-
CTaBJISIETCS aKT NpueMa-nepeaaun aena. M3bsTue AOKYMEHTOB M3 €N MOCTOSHHOTO
XpaHEHUs1 JOMYCKaeTCsl B MUCKIIOUHUTENbHBIX CIy4asX C MHCBMEHHOrO pa3pelieHus
PYKOBOJUTENSL C OCTABJICHUEM B JieJI€ 3aBEPEHHOW KOMUU JOKYMEHTA. 3aBEpILICHHbIC
Jiea XpaHATCA MO0 MeCTy UX (OpMUPOBAHUSA B TEUCHHUE ABYX — TPEX JIET, a 3aTeM
CHAIOTCS B apXUB.

DKkcnepTusa MeHHOCTH JOKYMEHTOB — OTOOP JOKYMEHTOB Ha TOCYAapCTBEHHOE
XpaHEHUE UM YCTAHOBJIEHHE CPOKOB UX XpaHEHHMs Ha MPEANpusTun. s onpenenaeHus
CPOKOB XpaHEHHS JOKYMEHTOB, MOJATOTOBKHM K MEpefadye Ha apXMBHOE XpaHEHUE WIIU
YHUYTOXKEHHUE Ha MPEANPUSTUN CO3[IaeTCsl dKCIEpPTHAas Komuccus. B ee coctaB BXOMSIT:
3aMEeCTUTENb JUPEKTOPA; BEAYIIUNA cienuanuct (FopucT, paboTHUK ciyx0b1 IOV, OK);
cekpeTapb-pedepeHT.

DKcrnepTu3a I[EHHOCTH JIOKYMEHTOB mpoBoautcs mo «llepedHio THIOBBIX
yIpaBJIECHUYECKUX JOKYMEHTOBY». [lena mpocMaTrpuBaroTcs MOJIUCTHO. B 3aBUCMMOCTH OT
3HAYUMOCTH YCTaHABJIMBAIOTCS cieayronme cpoku: 1 r., 3 r., 5 m., 10 m., 50 n., 75 .,
MOCTOAHHO. B pesynbrare nestenpHOocTH DK MOKYMEHTHI NOApPA3IENSIIOTCS Ha 3
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TPYIIbI: JOKYMEHTHI, IepellaBacMble B apXuB; JIOKYMEHThl HEOOXOIMMBIEC st
JNaJbHENIIEr0 UCIIOIb30BaAHUS; JTOKYMEHTHI, MOJJIEKAIINE YHUYTOKECHUIO.

[lonrotoBka nen k mnepegaye B apxuB. Jlenma, oToOpaHHBIE Ha apXHBHOE
XpaHeHue, TpeOyIT JOMOJHUTEIBHOTO O(DOPMIIEHUS: JOKYMEHTHI B JieJie HEOOX0IMMO
PacCMoJIOKUTh B MPSIMOM XPOHOJOTMYECKOM TOPSAKE; MPOU3BECTH HYMEPALUIO JIUCTOB
Jie7ia B TIPABOM BEPXHEM YTIIy MPOCTHIM KapaHJAIIOM WJIM HyMEpaTopoM; MOAIIUTH B
KOHIIE J€Ja 3aBEPUTEIbHBIN JINCT, B KOTOPOM YKa3aTh KOJWYECTBO JINCTOB J€Ja; Ha
HanOoJsiee BaXHbIE JIOKYMEHThI COCTABUTh BHYTPEHHUE OMUCHU U TOAIINTH UX B Haydale
Jena;  MOEPEeIiecTH JeN0 WIM MPOLUTh €ro CHEHUaTbHBIMHU HHUTKAMU B YETHIPE
OpOKOJa;  JOMOJHUTENBHO YKa3aTh Ha OOJIOKKE Jeia KOJIMYECTBO JIMCTOB, CPOK
XpaHEHMs , 3aroJIOBOK M KpailHue natel. Bce nena, moAroTOBICHHBIE HA apXUBHOE
XpaHEHHE, NIENISIT HA JBE TPYIINbL: 0 OCHOBHOW JEATENBHOCTH; MO JMYHOMY COCTABY.
Ha kaxxayro rpynmny cocTaBisitOTCS] OTACIbHbBIE OMKCH.

Ha noxyMeHThI, BbIJICJIICHHBIE K YHHUTOXKEHUIO, COCTABIISICTCS aKT, B KOTOPBII
BHOCSITCS 3aroJIOBKM JIeJ1 C YKa3aHUEM HX KOJIUYECTBA. AKTBI COCTAaBIISIIOTCS M
noAnuchiBatoTcs uieHamu OK, yTBepkIaroTcs pykoBojauTenem npeanpustus. [Ipuem-
nepeaayva Jiei B apXuB MPou3BoauTCs pabotHrkamu ciyx0bl JIOY u apxuBuctom. [1pu
9TOM Ha BCEX DJK3EMILISIpax OMHUCH MPOTHUB KaXKJOTrO JieJla CTAaBUTCS OTMETKAa O €ro
HaJIU4YUKU. B KOHIIE KaKJIOT0 PK3eMIUISIpa OMUCH YKa3bIBAIOTCS: U(PPAMU U MPOMUCHIO
KOJIMYECTBO (PAKTUYECKU MPHUHATBIX B apXHB €], HOMEpa OTCYTCTBYIOUIUX e, JaTa
npuemMa-nepenaym, MNoANUCH YYaCTHUKOB Mpuema-nepefadr. ToapKo mocie nepenaydu
JOKYMEHTOB B AapXUB NPEANPHUATUIO pa3pellaeTcsl yHUYTOXKAThb JOKYMEHTHI,
BKJIFOYEHHBIE B AKThI.

MecTto XpaHeHUs apXMBHBIX JOKYMEHTOB JIOJDKHO OBITH M3BECTHO U JOCTYITHO
BceM paboTHuKaMm mnpennpusatus. HMadopmamms o6 aapece u TenedoHe apXuBa
BBIBEIIMBACTCS Ha MH(POPMAIIMOHHOM CTEHJE OpraHu3aluu. B ciaydae JTUKBUAALMH
OpraHu3aluu JOKYMEHTHI IEPEat0TCs B TOCYIAPCTBEHHBIN apXuB. TOJIBKO MOCIE 3TOTO
OPEANPUITUE CYUTAETCS JTUKBUAUPOBAHHBIM.

PaGota ¢ konduneHnnanbHEIMU JOKyMeHTaMu. KoHpuaeHIIMaIbHbIE TOKYMEHTHI
- IOKYMEHTBI, COAEpKaIIUe CBEICHUS, U3BECTHBIE TOJIBKO ONPEAEIECHHOMY KPYTY JHII,
HE TOJIeKallie OTJacKd, MOCTYN K KOTOphIM orpaHudeH. K koHumeHIMambHbIM
OTHOCSITCS JOKYMeHThI, mMmewmue Tpudsi: «Kondpunenmmansuo»; «Kommepueckas
TaliHa»; «J1J1s1 Ciy»>Ke0HOTO MOJIb30BaAHUS.

3aKOHOAATENBCTBOM IpelyCMOTpEHA OTBETCTBEHHOCTh 3a
HECAHKI[MOHUPOBAHHBIA JOCTYII, pa3lJIalllcHUE WIA NPOJAXKy CBEACHUM, UMEHOIIUX
nonoOHbie Tpudsl. COTPYNHUKH, NOMYIMICHHbIE K KOH(PUIACHIIMAIBHBIM JOKYMEHTAM,
JNOJDKHBI TPOUTH MHCTPYKTAaX M O3HAKOMUTBCS C HMHCTPYKLIHEH 1o paboTe ¢
KOH(HICHIINATbHBIMHU JTOKYMEHTAMH.

KommMmepueckas TailHa — HAy4YHO-TEXHUYECKAs,, KOMMEPUECKAsi, OPraHU3alMOHHAs
WIN WHas UCIOJIb3yeMass B TMPEANPUHUMATEILCKONW JEATeIbHOCTH HWH(pOpMAIIHS,
KoTopas o0JiajlaeT peajbHOM WM MOTEHIIMATLHON SKOHOMUYECKOW IIEHHOCTHIO B CHUITY
TOTO, YTO HE SABJISIETCA OOIIEU3BECTHOW U HE MOXKET OBITh JIETKO MOJIyY€Ha 3aKOHHBIM
00pa3oM APYruMu JULAMH, KOTOPbIE MOIJIM MOJYYUTh SKOHOMHYECKYIO BBITOAY OT €€
pasrnamenus win ucnoib3oBanus (I'K PO 4.1 ct. 139).
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Csenenus, otHocsumecs Kk KT moxxHO paznenuts Ha ase rpynnsl: 1. Haydno-
TEXHUYECKasi BKJIOYAET: CBEACHUS O KOHCTPYKIMSAX MallMH M 00O0pyJIOBaHuUs;
UCIIOJIb3yEeMbIE€ MaTepuaibl, PEeLenTypbl; METOJbl U CIOCOOBI MPOU3BOJICTBA; HOBBIE
TEXHOJOruu; nporpammuoe obecneuenue I1K, naponau, Kiaouu; opraHu3aius CUCTEMBbI
oe3zonacHoctu. 2. JlemoBas wuHpopmanus:  CBEAEHUS O (PUHAHCOBOW CTOpPOHE
NEeSATENbHOCTH OpraHM3allMy; CBEIEHUS O pa3Mepe NpuObUIM;  IJIaHBl Pa3BUTHS
NpEeANnpusATUs; IUTaHbl M OOBEMBbI peaju3alud MPOAYKLUMM;, TJIaHbl PEeKJIaMHOU
NEeSATENbHOCTH; CHUCKU TOPrOBBIX U APYIMX KIMEHTOB, CBEACHHUS O HUX; CTPYKTypa U
METO/Ibl YIpaBJICHUS; KaJpOBbIA COCTAaB U €ro (GOPMUPOBAHUE; CBEIAECHUS U3 JACIOBOM
nepenucku. CBeneHHs, KOTOpble He MOTyT ObITh oTHeceHbl K KT: undopmanus,
colepKalascsi B YUYpEOUTENbHBIX JOKyMEHTaxX; HWHGOpMalus, cojaepkamascs B
rOJIOBBIX OTYeTax; HMH(OpMalus, CBA3aHHAs C YIUIATOM HAJIOroB; HMHGOpPMALMS IO
3JI0JKEHHOCTH T10 3apiuiate; HHGOpMaIvs 0 HAUIMYUU CBOOOTHBIX MECT; HH(pOopMalus,
CBsI3aHHAas C COOJIIOJIEHUEM aHTUMOHOIIOIBHOTO 3aKOHO/IATENhCTRA.

Opranuzanus paboThl € JOKYMEHTaMH, COAEp>KalIUMHU KOH(PHUIACHIIMATbHbBIE
cBefeHus. [lpukazom pyKkoBOAMTENS MPEANPUATHS Ha3HAYAIOTCS JOJKHOCTHBIEC JIUIIA,
OTBETCTBEHHBIE 3a YYeT, XpaHEHHE M HCIOJIb30BaHUE [TOKYMEHTOB, COJEPKAIIUX
KOH(UECHIIMATbHBIE CBEJACHH. OJTH JIMIIA HECYT NEPCOHAJIBHYIO OTBETCTBEHHOCTH 32
yTepto JokyMmMeHTOB. KoHuneHumnanbHble MTOKYMEHTHI TOMAJIEKAT CIEHHUATBEHOMY
0003HAYEHUIO: B TMPABOM BEpPXHEM YIUIy JIUCTA MPOCTaBIsETCsS Tpud OrpaHHUUYCHHUS
JocTyna C YyKazaHMeM Homepa odk3eMiuisipa. Ha oOopore nmcra gOKymMeHTa
PYKOBOJIUTENH MUIIET PaMUIHK T€X JOJKHOCTHBIX JIUIl, KOTOPBIM pa3pelieHo padoTaTh
C 3TUMH JTOKYMEHTAMH, MOJNHUCH PYKOBOJAUTENSA, faTa. OTneyaTaHHbIE U MOANIMCAHHbIC
JOKYMEHTBI MEPENAIOTCS [JIsl PETHCTPAllMM OTBETCTBEHHOMY JIMILY, PETMCTPUPYIOTCS
OHM OTAEIBHO OT OCTAJbHBIX JOKYMEHTOB. UYepHOBHKH, BapuaHThl, (Galibl
YHUUTOXKAIOTCA  C  TOATBEpKJAeHHWEeM  ¢dakra  yHMUTOXKEeHHs  Pa3MHokeHue
KOH(UIEHIIMATBHBIX JOKYMEHTOB IPOU3BOJIUTCS C PAa3PElICHUS PYKOBOIUTENS; C
OTPAaHUYEHUEM KOJIMYECTBA KOMHUH; B CHEUUAJIBbHO BBIJCICHHOM IOMEIICHHH; B
NPUCYTCTBUU OTBETCTBEHHOTO JIMIA.; C HEMEHIJICHHBIM YHHUYTOXEHHEM OpaKOBaHHBIX
KOIWNA. XpaHeHHE JTOKYMEHTOB IMPOU3BOJAUTCS B OledYaThiBAEMOM celipe B CreIuaabHO
OTBEICHHOM IIOMEIIEHHH, OOOpPYAOBaHHOM CHrHajau3auueid. Beimadya u  BoO3Bpar
KOH(UACHIUATIBHBIX JTOKYMEHTOB JIOJKHBI OTPaXKaThCs B ClIELUANbHOM XypHaie. [lpu
9TOM CBEpSIETCS HOMEp JOKYMEHTa C HOMEPOM B XKypHajle, KOJHWYECTBO JIMCTOB,
CTaBUTCS MOANKCH MOTydYaTeNs JOKYMEHTA.

3amnperiaercs: U3bATHE KOH(OUICHIIMATBHBIX JOKYMEHTOB U3 Jiejia; IepeMelleHHe
U3 OJTHOTO JieNia B IPYroe; HECAaHKIIMOHUPOBAHHOE KOMMPOBAaHME U BBIHOC U3 oduca. B
cllyuae yCTaHOBJIEHMS (akTa yTpaTbhl JOKYMEHTa: CTaBUTCS B HM3BECTHOCTh
PYKOBOAMTENb MPEANPHUATHS; CIy*)0a 0€30MacHOCTH; MPUHUMAIOTCS MEPHI K PO3BICKY
JNOKyMeHTa. Ha yTepsiHHBII TOKYMEHT COCTaBISIETCS KT U BHOCUTCSI COOTBETCTBYIOLIAS
OTMETKa B >KypHaue. [Ipu nepenaue B apXuB COCTaBISAETCS OTAEIbHAsA ONUCh. APXUBHOE
XpaHEHHE OCYLIECTBISETCS B ONIEYATAHHBIX KOPOOKaX, B HEOCTYIHBIX TOMEILEHUSX.

YHUYTOXKEHUE JIOKYMEHTOB IPOM3BOJUTCSA: C COCTABICHHEM aKTa; B
NPUCYTCTBUM KOMHCCHH; C TIOMOIIBI CHENUAJIbHOM MamuHbl (mpenepa). s
YHUYTOXEHUS JOKYMEHTOB HCIIOJIB3YIOTCS CIIEHMAaIbHbIE MAaIIWHbI — YHHUYTOXHUTEIIN
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win 1penepsl. OCHOBHBIMU XapaKTE€PUCTHKAMU KOTOPBIX SIBISETCSA: CIOCOO PE3KHU;
CTENEHb CEKPETHOCTH; MPOU3BOAMTENIBHOCTh; IIHPUHA MPUEMHOM 4YacTH; YpOBEHb
myMma. [lo cmocoOy pe3ku mipenepsl MOTYT OBITh: € MapajuIebHOM PE3KOM; C
MPOJOJIBHON PE3KOW. YHUUYTOKUTENU MOJAPA3JEIAIOTCA Ha TPYIIbI: NEPCOHAJIbHbBIE —
1UIsl HEOONBIIUX O0(UCOB U MHAMBUIAYAIBHBIX pa00OYUX MeCT; OUCHbIE — JJI1 OTAEIOB,
MajblX U OOJBIIMX O(HUCOB; aApXUBHBIE — JJISI YHUYTOXKEHHUS OOJBIIMX OOBEMOB
JOKYMEHTOB
Bonpocsl 1yis caMOKOHTPOJISA

1. JaiiTe onpeenenue opranu3anu padoTsl ¢ JOKYMEHTaMU, JOKYMEHTO000pOTa.
2. Onumute 0COOEHHOCTH paOOThI C KaXKI0M TPyNIION JOKYMEHTOB.
3. Yro Takoe peructpanus 1okymeHToB? HazoBute BUIbI M (POPMBI PETUCTPALIUH.
4. Kakoe xpaHeHUe Ha3bIBAETCS ONEPATUBHBIM?
5. Kak u xomy BbIatoTCs fena ais padboTsi?
6. UTo Takoe 3KCIepTr3a IEHHOCTU JOKYMEHTOB?
7. Onuiute nopsAaoK GOpMUPOBAHUS JIET.
8. Kak oopmisitores nena nepes ciaueit B apxuB?
9. Uro Takoe KoHGUIECHIIMATbHBIE TOKYMEHTHI?
10. Kakast unpopmaiiisi OTHOCUTCS K KOMMEpPUYECKOH TaitHe?
11. Kakas unpopmaiiis He MOKET OTHOCUTHCSA K KOMMEPUECKOU TaitHe?
12. Kakue 0003HaueHHs UMEIOT JOKYMEHTHI ¢ rpudom «Kommepueckas taiiHa»?
13. Onumwute 0coO0eHHOCTH PabOoTHl ¢ KOH(PUIESHIIMATIBHBIMH JTOKYMEHTaAMU.
14. OnuiuTte NopsiA0K YHUUTOKEHUS IOKYMEHTOB.

TECTBI 1JIs1 CAMOKOHTPOJIA

1. YkaxxuTe BEpHYIO MOCIIEI0BATEILHOCTD 3TAOB 00Pa0OTKH BXOAAIIUX JTOKYMEHTOB:
1. mommmMBKa JOKYMEHTA B JIEJIO

perucTpanus

HaIpaBJICHUE HAa UCTIOJTHCHUE

MPEIBAPUTEIILHOE PACCMOTPECHUE

WCIIOJTHEHUE IOKYMEHTA

nepBUYHas 00padoTKa

paccMOTpeHHe JOKYMEHTa PYKOBOIUTEIEM

KOHTPOJIb UCIIOJTHEHHS

| | | | | | |

2.YKaXuTe BEPHYIO MMOCIIEI0BATEILHOCTh 3TAOB 00pa0OTKH UCXOAIINX JOKYMEHTOB:

e A i

COCTaBJICHUE NPOEKTA TOKYMEHTA;

IIpOBEpKa MPaBUIBHOCTH 0(OPMIICHHSI TPOEKTa JOKYMEHTA;
COTJIaCOBAHUE MPOEKTA JTOKYMEHTA;

MOANHMCAaHNE JOKYMEHTA PYKOBOUTEIIEM;

perucrpanus 10KyMeHTa;

OTIIpaBKa JOKYMEHTa aJipecary;

MOJIIIMBKA BTOPOTO AK3EMIUIApa (KOIHH) B J1€JI0

NoVvkE W=
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3. VYkaxuTre BEpPHYI IOCIEJOBATEIIBHOCTh 3TaloB O0OpaOOTKM BHYTPEHHUX
JOKYMEHTOB:

1. moammcaHue JOKYMEHTa PYKOBOIHUTEIEM

2. KOHTPOJb UCHOJHEHUS

3. UCHOJIHEHHE JOKYMEHTa

4. TmpocTaBlIeHHE OTMETKH 00 NCIIOJHEHUHU

5. TOJIMBKA UCIIOJHEHHOTO TOKYMEHTa B JEJI0

6. cocTaBlieHUE MPOEKTA TIOKyMEHTa

7. peructpanus I0KyMeHTa
8. mpoBepka MpaBUIBLHOCTU OPOPMIIEHUS IPOEKTA JOKYMEHTA
9. cornacoBaHue MpoeKTa JOKyMEHTa
10. mepenavya JOKyMEHTa HCIIOJHUTEITIO

| | | | |

4. YcTaHOBUTE MTPaBUWIBHOE COOTBETCTBUE:

1. TumnoBble JOKYMEHTHI A) pa3pabaThIBalOTCS 3apaHee
BBIIICCTOAIIINUMU opraHusanvsiMu JJISA
[IOJBEIOMCTBEHHBIX M HOCAT 00s3aTelIbHBIN
XapaxTep

2. TtpadapeTHbie JOKYMEHTHI b) pa3pabaThIBaIOTCS 3apaHee
BBIIIECTOSIIIUMHU OpraHu3alsIMu TUIs
M10/IBEIOMCTBEHHBIX u HOCSIT
peKOMeHAATeIbHBINA XapaKkTep;

3. mpuUMEpHBIE TOKYMEHTBI B) pa3pabaThIBaIOTCS KOHKPETHOU
opraHuszanueit TUIS BHYTPEHHETO
M0JIb30BAHNUS;

4. WHIUBUAYaJIbHbIC JTOKYMEHTHI I) U3TOTABIIMBAIOTCS TUTOrpagusIMHu,
MOCTOSIHHAS ~ YacThb Ieyartaercs, a Jyid
MEPEMEHHOM OCTaBJISIIOT YUCThIE MECTA;

5. IlepeunicneHHbIE HUXKE TOKYMEHTBI PACHpPEACIUTE TPyIaM, YCTAHOBUB MPAaBUIIBHOE
COOTBETCTBHE:

1. 1o MecTy cocTaBleHUS A) TUIIOBBIE

2. 1o cTeneHu yHupuKaluuu b) npumepHsbie
3. 1O IOPUIUYECKOU cuiie B) xaapoBbie

4. 10 coaepKaHUIO I') tpadapeTHbIC

J1) BHenTHUE

E) noanunnbie

2K) BHyTpEeHHUE

3) uHAMBUAYaIbHBIE

1) nnpopmaimoHHO-CIpaBOYHbIE
K) opranusanuonHsbsie

JI) 6yxrantepckue

M) noi105kHBIE

6.YCTaHOBUTE MPABUIBHOE COOTBETCTBUE:
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1. opranu3anMOHHBIC JOKYMEHTHI: A) akTBl, TKChMa, (AKCBI, CIpPABKH,
JIOKJIaJIHBIC | CIIy’)KeOHBIC  3aIlHCKH,
IIPOTOKOJIBL, Tes1e(hOHOTPAMMBI,
JIOBEPEHHOCTH.

2. pacnopsauTeNbHbIC JOKYMEHTHI b) ycraB,  ydpemuTenabHBII  JTOTOBOD,

CTPYKTypa U LITaTHAs YUCIEHHOCTbD, IITATHOE
pacnucaHue NpPEeIIpUsTUS, TOJOXKEHUs O
CTPYKTYPHBIX 10/Ipa3/ieNICHUsX,
JOJIKHOCTHBIE HUHCTPYKLUH, IpaBuJia
BHYTPEHHETO TPYILOBOTO pacnopsjka,
KOJUIEKTUBHBIHN JI0TOBOD;

3. JOKYMEHTHI [0 JUYHOMY COCTABY B) nmpukasbl o IMYHOMY COCTaBY, 3asiBJICHMUS,

pe3oMe, TPYHOBOH  JOroBOp, TpyAOBas
KHIKKA, JIMYHBIE JieNa, TUYHbIE KapTouku T —
2, yauuduuuponanusie Gopmsl T;

4. uHbOPMAIIMOHHO-CITPABOYHbIE I') mpuka3zepl MO OCHOBHOW JEATEIHLHOCTH,
pacropsuKeHus, YKa3aHwus, perieHus,
MTOCTAaHOBJICHUS;

7.¥Y cTaHOBUTE MPaBUILHOE COOTBETCTBUE:

1. KoymekTuBHBIN 10rOBOP A) mpaBOBOM aKT, IETANbHO PErJaMEHTHPYIOIIUN BOIPOCHI

nesitenbHOCTH opranu3anuu (ct. 189 — 190 TK P®D)

2. lltatHO€ pacnucanue b) nmnpaBoBoli  aKkT,  yCTaHaBIMBAIONIUK  CITHCOK

CTPYKTYPHBIX TOAPA3JEICHUNA OPraHU3alNM, JOJHKHOCTEH
COTPYJHHUKOB U HUX  OKIJIAJOB, YTBEpKAaeMbIit
PYKOBOJIUTENIEM WJIH BBIIIECTOSIIIIUM OPraHOM

3. JloypKHOCTHAS MHCTPYKIUS | B) mpaBoBOM akT, PeryaupyroIIHi COIUATbHO-TPYI0BbIE

OTHOIIICHUS B OpraHU3alMK U 3aKIF0YaeMbIii paOOTHHUKAMHU
1 paboToaareneM B JIUIE UX MPEJACTaBUTEICH

4. IlpaBuiia

BHyTpeHHero | [) JoKalbHBI OpraHuW3allMOHHO-MIPABOBOM  JOKYMEHT,

TPYIOBOTO pactopsiaKa yCcTaHaBIUBaOUK Uil  paOOTHMKA  OpraHU3aluu

KOHKPETHBIC TPYAOBBLIC 0053aHHOCTH B COOTBETCTBHH C
3aHUMAEeMOM JOJDKHOCTBIO

8.YcraHOBHUTE NPABUIBLHOE COOTBETCTBHE:

1. IloctanoBieHue

A) 5TO TpPaBOBOM aKT, NPUHUMACMBIH KOJUICTHAIBHBIMH |
COBelIaTeIbHbIMU OpraHamu yUpexIeHul, oprasHuzanui,
OPEANPUATHHA B LENIX pa3pelieHuss Hanbosee BaKHBIX BOIIPOCOB UX
JeaTeNbHOCTH (YUEHBIH COBET, COBET qupekTopos, AO u ap.)

2. Pemrenue

b) pacnopsauTensHbIl JOKYMEHT IO BOINpOCaM METOIMYECKOTO
XapakTepa, CBS3aHHBIM C OpraHU3alMedl HCIOJIHEHMs IPUKa30B,
UHCTPYKUMH W Jpyrux JAoKymeHTOB. IIpaBo wu3naHus wuMerOT
PYKOBOJUTENN OPraHU3aLMM U UX 3aMECTUTENH

3. Vkazanue

B) aT0 mpaBOBOM aKT, NPUHUMAEMBIM BBICHIMMH M HEKOTOPBIMH
LEHTPAJIbHBIMU OpraHaMu (pefepasbHON MCIOIHUTENBHOW BIIACTH,
JEUCTBYIOIIMMHA  Ha  OCHOBE  KOJUICTHAJIbHOCTH, a  TaKKe
NIPEACTABUTEIBHBIMU U KOJUIETHAIBHBIMU  HCIIOJHUTEIbHBIMU
opranamu cyowsekToB Poccuiickoit deneparyy B LeNsIX pa3perieHus
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Hambojee BaXXHBIX H MNPUHLOUITMAJIBHBIX 3aJa4d, CTOAIIUX IICPCH
JaHHBIMU OpraHaMu, 1 YCTAHOBJICHHU A CTaOMIIBHBIX HOPM, IIpaBuJI

9.YcraHoBUTE MPABUIBHOE COOTBETCTBUE:

1. Aukera

A) JIOKYMEHT, coJepKaluid Npocb0y WM MPEeIIOKEHUE.
[Tumercst oT pyku win Ha OjaHke ¢ TpadapeTHbIM TEKCTOM

2. 3asaBieHue

b) cornamenne Mexay paOoTHUKOM © paboTomareneM, B
COOTBETCTBUM C  KOTOpPBIM  paboromarens  00s3yercs
NpeOCTaBUTh pabOTHUKY paboTy, 00ECIeUnTh YCIOBUS Tpyda
W B TOJHOM pa3Mepe BBIIUIAYMBATH PAOOTHUKY 3apabOTHYIO
mwiary, a pabOTHHK  OO0s3yeTcss JIMYHO  BBIOJHSATH
OTIPENICTICHHYI0 JTHUM JIOTOBOPOM TPYAOBYIO (YHKIHIO |
coOMoIaTh B OpPTaHU3aIlMH TIPaBWJIa BHYTPEHHETO TPYIOBOTO
pacrniopsigka (ct. 56 TK PO)

3. TpynoBoit 1oroBop

B) COBOKYIMHOCTb JOKYMEHTOB, COJEp)KallUX CBEIEHUS O
paboTHUKE U €ro TPyAOBOW nesTenbHOCTH. OO0sS3aTeNnbHO IS
KOKJIOTO  pabOTHHMKA, OQOpMISETCS  OTAEIOM  KaJIpoB
OpraHu3aliy 1ocie N3JIaHus IpuKas3a o0 mpreMe Ha paboTy

4. JIna"oe neio

I') noxymeHnrt, npeacrapistonuii co00il nepeyeHb BOMPOCOB, Ha
KOTOpbIE pabOTHUK OTBEYAET [MUCbMEHHO npu
TpyaoyctpoiictBe. TpeOGoBanuii K  O(QOPMIIEHUIO  HET,
pabOTHUKKA KaIpoOBOM CIyXObI pa3pabaThIBaIOT TeEpeUYeHb
BOIPOCOB 110 CBOEMY YCMOTPEHHIO

10. BriOepuTe HenpaBUIBHBIN OTBET:

PaboTta ¢ nokymeHnTamu, coaepkanuMu KOH(pHICHIIMATbHBIC CBEICHUS, UMEET CIICAYIONINe
O0COOEHHOCTH:
OCYH.[GCTBJ'I?[GTC?I AOJDKHOCTHBIMU JIMHAMU, HA3HAYCHHBIMHA ITPHUKA30M PYKOBOJUTEIIA

1.

2.
3.

NN B~ W —

N =

MIpEeAPUATHS

OTu HIIa HECYT NePCOHAIbHYI0 OTBETCTBEHHOCTh 32 YTEPIO IOKYMEHTOB
Koudunenmnmanbupie TOKyMEHTHI MOAJIEKAT CIIEHUAIBHOMY 0003HAYCHHUIO
K xondunennuanbHoi oTHOCUTCs HHGOPMAIUs, COAEPKAIIAICS B YUPEAUTEIbHBIX

JOKYMCHTAax.

BOHpOCbI A CAMOCTOATEC/IBHOIO U3YUYCHUSA:

PaGoTa ¢ BXxoasiimumu TOKyMEHTaMuU
PaGoTa ¢ ucxongamumu TOKyMEHTaMHU.
PaGoTta ¢ BHyTpeHHUMU JOKYMEHTAMH.
Perucrpanus 1oOKyMeHTOB.

KoHTposib uCrionHeHns: JOKYMEHTOB.
Homenkiarypa nei.

TeMbl 10KJI210B U pedpepaToB

KynbTypa cioKHOro npeajioKeHusl.
[IpaBuna ynotpedyenus pamMuinii B JOKyMEHTaXx.

. [IpaBuna pyOpulipOBaHUS TEKCTA JOKYMEHTA.

HepequL JUTEPATYPLI 1 yqeﬁno-MeTounquKnx MaTepuajaoB

JJIA CaMOCTOSITEJIbHOM MNOATOTOBKH 11O TEME

a) OCHOBHasl JIUTEpaTypa
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1. Pycckuii A3bIK B I€IOBOM JOKYMEHTALMH: YYEOHUK U IPAKTUKYM IS BY30B /
A. 1O. lBanoBa. — M.: M3narensctBo IOpaitt, 2017.

2. Boiituk H. B. PeueBas kommyHuKanus: yue0. mocodue ajist By30B. M. :
MzparensctBo FOpait, 2017.

3. Pycckuii s3bIK M KynbTypa peur. CoBpeMeHHas A3bIKOBAsi CUTyalusi: Y4eOHUK
Y IPAKTUKYM JJid OakaiiaBpuarta u Mmaructparypsl. — M.: M3parensctBo KOpaiit, 2017.

0) IOTOTHUTENIbHAS TUTEpaTypa

4. Oxkeanckas X.JI. Pycckuil s3bIKk M KyJnbTypa peud: YuyeOHOe mocoOue ams
oOyuaromuxcs no cnenuanbHoctu 20.03.01 «Iloxkapnas 0e3omacHoCTh». — MIBaHOBO,
NBanoso. OOHU UIICA I'TIC MYC Poccuu. 2020.

5. KonoBanenko E.Il., Oxeanckas X.JI., Bonkosa T.H., Jlazaper A.A.
KoMMyHuKaTHBHOE B3aUMOECHCTBUE B HAI30PHO-TIPOPUIAKTUYECKON NeATEIbHOCTH
MUYC Poccuun: Yuebnoe nocobue. Msanoso. OOHU UIICA T'TIC MYC Poccumu.
2019 (I'PUD YMO MUC Poccun)

Tema 5. Oprosorusst (HOPMBI COBPEMEHHOr0 PYCCKOro s3bIKa) [1eJ0BOH
AOKYMEHTALUM.

MeTtoanyeckue peKOMEHIAIUHU M0 U3YYEHUI0 TeMbI
Kpatkoe conepxanue Temsl:

Tunuunbie OMIMOKK MPU COCTABICHUH OTBETA 3asIBUTEIIO.

[TpaBUIBLHO COCTAaBIEHHBIN TOKYMEHT — 3TO HE TOJIBKO COOJI0/IeHnEe TpeOOBaHUS
JIOTUYHOCTHU U HEMIPOTUBOPEYUBOCTHU, HO U CJIEAOBAHUE IPAMMATUYECKHUM,
CUHTaKCUYECKHUM, JIEKCHUECKUM, opdorpaduuecKuM U MyHKTYallMOHHBIM HOPMaM.
Pazbepém MexaHM3Mbl BOBHUKHOBEHUSI HAan0oJiee TUMTUYHBIX OITUOOK MPHU COCTaBICHUHU
OTBETA 3asSBUTEIIO UIU OPOPMIICHUHU PETUCTPAIIMOHHO-KOHTPOJIBbHON KapTOUKH
oOpaileHus TpaKJJaHUHA.

HecormacoBanue nanexei, pogoBeiX (popM nMpuyacTuid, MpuaaraTeIbHbIX.

I'pammaTnyeckass TPaBUIBHOCTh PYCCKOM pEYH TEpsSeTCs NPU HEKOPPEKTHOM
BbIOOpEe Tajeka, YTO TMPUBOAUT K M3MEHEHHIO CHHTAKCHUYECKOW CTPYKTYpPHI
NUCbMEHHOTO BBICKa3bIBAHUS, & WHOTAA M JABYCMBICICHHOCTH JIOKYMEHTa WU
MCKOKEHUIO €r0 CMBICIA, YTO COBEPIICHHO HEIOMYyCTUMO B TEKCTaX OQUIIMAIBHO-
nenoBoro cTuiig. Hambornee 4acThIMU MPU COCTABICHUM OTBETA 3aSBUTENIO SIBISIOTCS
OIIMOKH, CBSA3aHHBIE C MCIOJB30BAHUEM CIEAYIOMNUX KOHCTPYKUIUU: ... HAPYULeHUs]
mpebosanuil NoNcapHou 6e30NaACHOCMU, 8bIPAZUBUIUECS 6 ...; ... NPOBePKA NO haxmy,
UBTIONHCEHHOMY 8 ... ; ... COOMBEemCcmayem pabouemy npoeKmy, 8blNOJIHEeHHOM) ...

MexaHu3M BO3HUKHOBEHHS TOJOOHBIX TpaMMaTHYECKUX OIIMOOK JIETKO
OOBSICHUM: CBSI3b MEXKIY OIpPEICISIEMbIM CJIOBOM M €ro OINpECICHHEM OciiadjeHa
BCJIEICTBHE CJIIOKHOU CTPYKTYPBI BCETO MPEIIOKEHHUS.

Hamnpumep: 1. B cBoém oOpanienuu rpaxaanud Usanos U.1. npoxuBarouuii no
aapecy: 1. H-ck, yi. 3-s Habepexwnas, a. 43 kB 5, cooOmaeT o HapymeHusx TpeOoBaHUM
noxkapHoii 6e3onacHoctu rp. [lerpoBeiM A.B, nmpokuBaromum no aapecy: r. H-ck, yiu.
3-1 HaGepexnasi, n. 43, kB 3, BbIpa3uBIIMMCS (IIPaBUILHO — B POJUTEIBLHOM Ma/iexKe,
MHOXECTBEHHOM 4HUCJe — (HAPYIICHUAX KAKUX?) BHIPA3UBIIUXCSA) B IPUTOPAHUM MTUILIN
B KacTpIOJI€, OCTABIICHHOM HA ra30BOM ILINTE.
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2. B pamkax mpoBejieHUs MPOBEPKHU MO (PakTy, U3I0NKEHHOTO (MPAaBUIHHO — B
JaTeIbHOM TMajeKe — H3JIOKEHHOMY) B oOpamieHuu rpaxkiaanku Bacunbesoit [.I1.
03.02.2014 panopt crapuero omnepatuBHoro aexypHoro @KV «YKC I'Y MUC
Poccun mo H-ckoit obnactu kanutana BHyTpeHHeu ciyxObl CepreeBa C.H. Obun
3apETUCTPUPOBAH B KYpPHAJIE PETUCTPALMHU MOKAPOB M UHBIX npoucumectBuit OH/I r.o.
H-ck (manee XKPII) 3a Ne 28.

3. B xonme mnpoBepku ObUIO YCTAaHOBIEHO, YTO TEXHOJIOTHYECKAas CHCTEMa
aBTOMOOWJIBHOM Ta303alpaBOYHON CTAHIIMU C JIBYMsI JABYXCTCHHBIMHU TMOA3EMHBIMU
pesepByapamu  (TCIIJ] 2-10-06-00- 00 IIC) cooTrBercTBYeT paboueMy HpPOEKTY,
BBITIOJIHEHHOTO (TIPaBUJIbHO — B JaTEJILHOM IMaJIeK€ — BBITIOJTHEHHOMY) OOJIACTHBIM
TOCYJapCTBEHHBIM YHHUTAPHBIM MPEANPUSATHEM MO M3BICKAHUSM U TMPOEKTUPOBAHUIO
aBTOMOOWJIBHBIX JOpOT «H-CKIOpPIIPOSKT.

4. B cBoem oOpamennn rpaxiaanka [lerposa I'.B., mpoxuBaromias mo aapecy:
ropoa H-ck, ynuma 3-s1 MuneeBckas, 1oM 9, kBaptupa 4, cOOOIIAaET O BO3MOMKHBIX
HapyIIeHUSIX TpeOOBaHUU TMOKApPHOW OE30MaCHOCTH HAa TEPPUTOPHUH CATOBOTUYCCKUX
HekoMMmepueckux ToBapuiectB (nanee - CHT) «Cunmkatuuk», «Cunukatauk Nely,
«Cunukatark Ne2y, BbIpaKawImUMCs (TPaBUIBHO — B POJIUTEIBHOM MajekKe —
BBIPKAIOIINUXCS) B OTCYTCTBUHU CPEJICTB TOXKAPOTYIICHUS, CKIAIUPOBAHUN TOPIHOYETO
Mycopa Ha TEPPUTOPHHU CAJOBBIX YYAaCTKOB M YCTPOWCTBAa HECAHKIMOHUPOBAHHBIX
CBaJIOK.

5. B cBoém oOpamenuu rpaxaanka IIpeitkoBa FO.B. coobmiaer o HapymieHuu
TpeOOBaHUs MOXKApPHOU 0€30MAaCHOCTH, BBIPA3UBIINXCS (MPABWIBHO — B TBOPUTEIBHOM
najexe, eAMHCTBEHHOM YHCIIE — BBIPA3UBILIEMCS) B €KETHEBHOM COKMTAaHHHM Mycopa Mo
yKa3aHHOMY aJIpecy CO CTOpOHBI yiuilbl Tumorpadckoit ropoaa H-ck.

6. Takum o00Opa3oM, MO HTOraM pPACCMOTPEHUSI KOJJICKTUBHOTO OOpaIICHHH.
xurtesner noma Ne 36 mo ynune Peomtonmu ropoga H-Ck BBISIBICHO HapyllieHUE
00s13aTeNIbHBIX TPeOOBaHUH TMOMXKAPHOM OE30MaCHOCTH, BBIPA3UBIINXCS (MMPABUILHO — B
BUHUTEIHLHOM TAJeKe, €IUHCTBEHHOM YHCJIE — BBIPA3WBIIEECS) B HECOOIIOICHUU
IPOTUBOMOKAPHBIX PACCTOSIHUNA MEXAy Mpuctpoiikod k gomy Ne 36 mno ynuue
PeBomtonimonnoit u jomom Ne 27 o ynuue [llarosas ropoga H-ck.

7. B aapec I'maBnoro ympasinenus MUC Poccun nmo H-ckoii 061acT MOCTYIHIIO
oOpamenne rpaxnanku benkunoit U.B. (Bx.Nel'-620T 24.02.2014), xoTOpasi cooOmiaeT
0 HapylmieHuH TpeOoBaHMII TOXKapHOW Oe3omacHocTH fopuaudeckum murom 00O
«®Dabpuka OyMaXKHOTEXHUYECKHX W3AeAui» 1o azapecy: ropon H-ck, ynuna
[loaropnas, nom 12, BblpazuBmMMcA (IIPAaBWJIBHO — B TBOPUTEIBHOM IMaJekKe —
BBIPa3UBIIEMCS) B HEMPABUIBHOM XpaHEHUH MaTepHasioB. Takoro ke Tvma u omudKa B
CIIEAYIOIIEM IIPUMEpE.

8. JIBepku mOXapHBIX IIKAaQOB HE HMMEIOT KOHCTPYKTHUBHBIE 3JIEMEHTHI
(IpaBUIBHO — B POAUTENHHOM MAJIEKE — HE UMEIOT KOHCTPYKTUBHBIX AJIEMEHTOB) IS
X OIIOMOWpOBaHUs, B mocinegHeM mpumepe HECcOTJacOBaHUE TMajexeldl U (POpMBI
MpUYacTUsl TMPUBOJUT K JBYCMBICIEHHOCTH Bced (paspl: HEICHO, O YbHX
MPEVIOKEHUSIX, 3asBICHUSX W Kalo0ax HAET pedyb — JIOObIX TpaxJaaH WIH TOIBKO
cotpyaankoB MUC Poccuu:

9. B menom, paboTa C MNpEMIOKCHHUSIMH, 3asBICHUSIMHU, >KaloOaMH Tpa)kIaH,
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MOCTYNUBIIKUX (MPAaBWJIBHO — B TBOPUTEIBHOM TaJeXke — TMOCTYNUBIIMMHU) B
CTPYKTYpHbIE TOJIpa3/CICHUs] IIEHTPAIBHOTO ammapara, TEPPUTOPUATIbHBIE OpraHbl U
opranmzaunu  MUYC Poccum, BefgeTrcss B  COOTBETCTBUU C  TpeOOBaHUSAMHU
3akoHoJaTenbcTBa Poccuiickoit ®denepannu 0e3 HapylIEHUsI CPOKOB PErHCTpaluud U
pPaccMOTpEHHUSI.

Ommbku B BbIOOpEe MaAekHbIX (OpPM B pe3ylbTaTe HENPaBUIBHOIO
WCIIOJIb30BaHUs MPOU3BOIHBIX MPEAJIOTOB U MPEIJIOKHBIX COUCTAHUM.

[Tpuuuns BO3HUKHOBEHHUS MOA00HBIX omunoOoK CBSI3aHBI C
HEeC(OPMHUPOBAHHOCTHIO HAaBBIKA OMPENEICHUs] MPOU3BOAHBIX MPEJIOrOB, KOTOpbHIE
UHOTJIa CJIO)KHO OTJIUYUTH OT CaMOCTOATENbHBIX YacTel peyu. OTO U BBI3BIBACT
TPYJIHOCTH B UX HAMTMCAHUHU.

Hampumep: 1. Meponpusitiusi mo HaA30py B OTHOIICHUM HOPUAUYECCKUX JIHI]
OCYIIECTBIISIFOTCS (ITPOBOJISITCSI) B CTPOIOM COOTBETCTBHE (MPABUIHHO — COOTBETCTBUM)
¢ TpeboBanusamu dDenepanabHoro 3akoHa ot 26.12.2008 roma Ne 294-®d3 «O 3amure
paB IOPUIUYECKUX JIUIl U UHAUBUYATbHBIX MPEINPUHUMATENICH MPU OCYIIECTBICHUN
rOCYJapCTBEHHOTO  KOHTpOJisl  (Haa30pa) ¥ MYHUIIUMIIAJBHOTO  KOHTPOJS» U
TpeOoBanusamu ctatbl 6.1 ®denepanbHoro 3axkoHa oT 21.12.1994 roma Ne 69-03 «O
NOKapHOM 0€30MacCHOCTHY.

2. B coorBercTBHE (TpaBUJIBHO — B COOTBETCTBHMH) C akKTOM IIpHeMa
3aKOHUYEHHOTO CTPOUTENILCTBOM O00BEKTa razopacmpenenurenbHoi cuctembl AI'3C Ne 2
Obu1a BBeAeHa B okcrutyaranuio 13.03.2006 rona.

3. Moiika BBeneHa B 3kciutyaTanuio 27.06.2014 roga Ha ocHOBaHME (ITPaBUIBLHO
— Ha OCHOBaHMM) pa3pellieHrs Ha BBOJA 00beKTa B dKcIutyaranuio. ClieoBaTeNbHO, B
nerctBuax 000 «UBI'A3OUJI+» OTCYyTCTBYEeT C€OCTaB  aJMHHUCTPATUBHOIO
paBOHAPYILICHMUS.

4. Ha ocHoBaHue (mpaBWwIbHO — Ha ocHOBaHuHW) nyHkTa 1 ctatbu 1.5 Koaekca
Poccuiickoit denepanyun 06 AIMUHUCTPATUBHBIX MPABOHAPYIICHUSAX JIUIIO TOJICKUT
aIMUHHUCTPATUBHOM  OTBETCTBEHHOCTH  TOJIBKO 32 T€  AJMUHHCTPATHBHBIC
IpaBOHAPYILIECHUS, B OTHOUIEHWH KOTOPBIX YCTAaHOBJIEHA €ro BUHA. B maHHOM ciyyae 1o
MaTepuanaM npoBepku obpamieHust (Bx. Ne ['-324 or. 12.12.2013) BuHa B HapylIeHUU
TpeOOBaHMI TIOKapHOW OE30MacCHOCTH HE yCTaHOBIEHAa. YacTo HENpaBUILHO
ynotpebisercs mpeasior mo npuositun: [1o mpuObITHIO (MPaBUIBHO - 1O MPUOBITUN) HA
mecto CepreeBsiM [1.LK. Ob11 ompomien cobctBeHHuK kBapTHpbl Ne 1 - Iletpo A.B.
PekopncmMeHoM 10  00pa30oBaHUIO TPAMMATUYECKUX OLIMOOK SIBIAETCS MPEAJior
COTJIACHO.

HeobxomuMo MOMHUTH, YTO TIpaBWJIa PYCCKOTO S3bIKA TJIACST: TPEIJIOTH
COTJIaCHO, BOIIPEKH, HaBCTpedy, Omaromaps TpeOYIOT YMOTpeOJIEHUs MOCIEIYIONIErO
cloBa B JaTeidbHOM mazaexe (komy? udemy?). OgHako eclid NPEeAJIOr CIOXKHBIM —
«COTJIACHO C», TO MaJIeX HY>KEH TBOPUTEILHBIN (COrIacHO ¢ (4eM?) pacucaHueEM).

Hampumep: 1. Takum oOpa3om, coriacHO OOCTOSITEIbCTB (MPABWIBHO —
00CTOATENbCTBAM), M3J0KEHHBIX (MPAaBUIBHO —  HW3JIOKEHHBIM) B OOpalleHUu OT
08.02.2014 Neo I'-43 u utoram €ro paccMOTpeHHs, ObLIO BO30YX)IeHO aeno Ne 29 00
aIMUHUCTPATUBHOM TMPaBOHApPYyIIEHUM B OOJACTU TMOXKApHOM OE€30MacHOCTH B
OTHOIIEeHUHU rpaxkaanku MiBanosoit Hatanbu BrnagumupoBHEL.
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2. CornacHo nmyHKTa (MpaBUibHO — NYHKTY) 1 Tabnuus! [1.6.1 npunoxenus Ne 6
HIIb 111-98* HopMaTHBHOE paccTOSTHUE OT MPOU3BOACTBEHHBIX, CKIAJICKUX U
aIMUHUCTPATUBHO OBITOBBIX 3/IaHUI M COOPYKEHUM MPOMBIIUICHHBIX TPEANPUSITUN 10
3MaHUN COOpPY)XEHUN U 00OpyJoBaHUs TeXHoJornueckoi cucrembl A3C ¢ Hamuyuem
CVYT cocrasnser- 40 m.

3. CornacHO TMOJY4YEHHBIX OOBSICHEHUN (MPaBWIBHO — TMOJYYEHHBIM
oObsicHeHusaM) ot rpaxnanuHa lllaxosa B.B., B AByXdTaXHOM HEXHUJIOM 3JIaHUU IO
BBIIIEYKa3aHHOMY aJ[pecy HE YCTAaHOBJIEHA aBTOMAaTH4YecKas MOoXKapHas CUTHAIU3ALMs
0 MPUYUHE OTCYTCTBUS (PUHAHCOBBIX CPEJICTB.

4. Toxapusbiid mkad, pacnoyokeHHbld B kopuaope nomemennii OO0 «Crnopt»
HE BBIMOJHEH COrjacHO TpeboBaHUsS (MPaBWIbHO — TpeOOBaHUSIM) HOPM MOKAPHOU
oe3zonacHoctu (HIIb 151-2000) «Illxadsl mnoskapubie. TexHuueckue TpeOOBAHUS
NoKapHOM 0e30MacHOCTU. MeTOoIbl HCTIBITAHUIY. ..

5. CornacHo myHKTa (MpaBWJIbHO — NYHKTY) 4, Tabmuubl 1 cBoja mpaBuil
4.13130.2009 «CucteMbl NpOTUBONOKAPHOU 3alIUThl. OTpaHUYEHUE PACTIPOCTPAHEHHUS
moxkapa Ha O00beKTax 3amuThl. TpedoBaHUsS K OOBEMHOIUIAHUPOBOYHBIM U
KOHCTPYKTUBHBIM  DPEIICHUSM)» PpACCTOSTHUE MEXKIY CTPOCHUSIMH 5  CTeleHu
OTHECTOMKOCTH U 3 KJIACCOM KOHCTPYKTHMBHOM MOXKapHOW OMacHOCTH JOJIKHO OBITh HE
MeHee 15 meTpoB. YkazaHHasi omIMOKa BO3HUKAET €Il€ U MOTOMY, YTO MHOTAA MPeior
COTJIACHO OTHOCHUTCSI K CJIOBaM CTaThsl WIM IYHKT, KOTOPBIE YaCTO COKPAILAIOTCS, a 3a
HUMHU CJIEAYIOT CJIOBa 3aKOH, MPAaBUJIO, MHCTPYKUHUS B POAUTEIBLHOM MaJeXe, YTO U
TpeOyeTcsi B Takux ciydasx. Hanpumep: 1. CormacuHo ct. 1 IlpaBun mopoxxHOTO
newkenus Poccuiickoit ®Penepauuu, yrBepxkAeHHbIX IloctanoBinenuem CoBeTa
MunuctpoB - IlpaButenbctBa Poccuiickoit deaepanun ot 23.10.1993 roga Ne 1090,
OpUIlel - ATO TPAaHCIOPTHOE CPEICTBO, HE OOOpYAOBAaHHOE JBHUTaTelIeM M
OpEeAHA3HAYEHHOE [UJIsi JIBMDKEHUSI B COCTaBE C MEXAHWYECKUM TPaHCIOPTHBIM
cpeactBoMm. 2. CormacHo cT. 2 nm. 36 ®deaepanpHoro 3akona ot 22.07.2008 ropa
«TexHudeckuii periiaMeHT 0 TpeOOBaHUAX MOKAPHON OE30MMaCHOCTH ... .

Ho korna yka3zaHusi Ha IyHKTHI U CTaThbU B JOKYMEHTE OITYCKAaE€TCsl, COCTABUTEIIb,
JOBEPSSICh  3PUTENIBHOM  MaMSTH, MOXET YHNOTPEOUTh C TMPEIIOTOM COTJIACHO
POAUTENBHBIM MAJEXK, YTO B 3TOM Ciiydyae yxke Oyner ommOkoi. Hanucanue HEKOTOPBIX
IPEJIOrOB HY>KHO 3allOMHHUTb WM CBEPATHCS CO CIOBApEM: B MPOJOJDKEHUE BOIU3U
BBHJlY BMECTO BHYTPU BIIOCJIEJCTBUHM BpOJE BCJIEACTBHE 33 HEUMEHUEM 3a CYET
Harojo0ue He cuuTasl Mo 3aBEPIICHUU (= MOCJE 3aBEpUICHUs) I10 UCTEYEHUU (= Mocie
MCTEUEHHUs) MO0 OKOHYAHHWU (= MOCJI€ OKOHYAHHUS) MO MPEAbSBICHUHM JTOKYMEHTa (=
MoCJie TIPEABSBICHUS) MO MPUOBITUM (= Tocie TPUOBITH) MO Mpue3ny (= mocie
Mpue3/ia) Mo BO3BpAILEHUH (= IMOCJEe BO3BpALIEHHUS) MO NMpuiére (= mocie npui€ra) B
TEUYEHHE 110 MEPE.

HeymecTHoe ynoTtpebieHue npeioros.

[Toxxanyii, mepBoe MeCTO MO KOJIMYECTBY HEYMECTHBIX NMPUMEHEHUN 3aHUMAaEeT
NPEMJIOr  «I0», KOTOPBIM HCIOJNB3YeTCS Il COEAUHEHHUS CJIOB MEXAY COOOM.
Hanpumep: Bompoc 10 HaBOJHEHWIO; JOTOBOPEHHOCTh 1O Bennkomy VYcTiory;
3asBJICHUE MO0 BHEIUIAHOBOW MpOBEpKe; MHUIMATHUBA MO YkpauHe. Takxe ydacto 0e3
HEOOXOMMOCTH  ynoTpeOisieTcss mpemyior «o». Hamnpumep: NOAYEpKHYTO O
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HEO0OXOIUMOCTH; OH coOupascs 00 ATOM OIMUCHIBATh OTAEIBHO; OHA MMEJa B BUILY 00
X OOIIEM COCTOSHUH;

Hampumep: 1. I'p. ApOy3oBa M.B. nosicHuiia, 4To JaHHYIO TeNEery OoHa yOeper,
KOTJ[a PEIIMTCS BOMPOC MO CMEXKHOMY 3a00py (IpaBUIIBHO — O CMEXHOM 3abope) B
cyJe.

2. B cBoeM o0bsicHenuu rp. 3HaTkuHa T.B. mpocuT He paccMaTpuBaTh BOIIPOC MO
KoJoA1y (MpaBUJIBHO — O KOJIOALE), YKa3aHHbIA B 3asgBieHUH. EméE oaHON AOBOJIBHO
yacToi OIMOKON sIBJIsIeTCA yHoTpeOsieHue mnpezuiora Ojarofapsi Mpu NpUCOEIUHEHUU
NPUJATOYHOW  YaCTU  CIIOKHOMOJYMHEHHOTO  MPEMJIOKEHHs €O  3HAUYE€HUEM
HeOnaronpusarcTBytonied npuunnbl. Hanpumep: I[lo pesynpraram mpoBeacHUS
yKa3aHHOW TIpOBEpPKH OBLIM  BBISIBIICHBI HApPYIICHUsS TPeOOBAaHUM  MOXKapHOU
0e30MacHOCTH, 2 UMEHHO: He oOecrneunBaeTcsl OTKPhIBaHUE JBEPEL] MOKAPHBIX IIKadOB
He MeHee yeM Ha 90 rpagycoB, Onarojgapsi OTCYTCTBHIO (IIPaBUJIBHO - BBHIY
OTCYTCTBHS1) KITtouei, 00€CTeunBaOIIUX JOCTYI MOKAPHBIM KPAHAM ... .

Hapymienue nexcuyeckux HOpM.

Jlexcuyeckue HOPMBI TPEOYIOT YyMOTpeOISHHs CIOBa B CTPOTOM COOTBETCTBHUH C
€ro CJIOBApHBIM 3HAYEHUEM, a TaK)K€ HOPMBbI OTHOCHUTEIIbHO YMOTPEOJIEHUS CIIOB B
COYETAaHUSAX C JpYyruMu ciioBamMu. OJHUM U3 CaMbIX YacThIX CIIy4acB HapyIICHUS
JIEKCUYECKUX HOPM B 3asBIICHUSX TpaxKJaH M OTBETaX Ha HUX SBIACTCS CMEIICHUE
NapOHUMOB MIPEACTABUTH U IIPEIOCTABUTb.

Hampumep: 1. Ilomyuuts oObsicHeHue ¢ rpaxmanku benkunoit W.B. He
IPEAOCTaBUIIOCH (TIPABUIIBHO — MPEACTaBUIOCHh) BO3MOXHBIM MO MPHUYUHE OTCYTCTBHS
ee B ropone H-ck.

2. BmecTe ¢ Tem, ee HMHTEPEChl NMPEAOCTaBISIET (IPaBWIBHO — MPEICTABISACT)
rpaxnanka Kuunna Banentuna BacunbeBHa coriacHo moBepeHHOCTH OT 01 OkTAOps
2013 roga Ne37AA0484299.

3. I'paxnanky ABaeeBy I'.B. mo aapecy, ykazaHHOMY B 3asiBJICHHH, 3aCTaThb HE
IPEAOCTABUIIOCH (MPaBUIIBHO — MPEICTABUIOCH) BO3MOMXKHBIM.

4. YCTaHOBUTH JIMYHOCTh BHUHOBHBIX B BO3HUKHOBEHUHM 3aropaHusi Mycopa He
IPEAOCTaBUIOCH (IIPaBWJIBHO — TMPEACTABWIOCh)  BO3MOYKHBIM. 3HAUY€HUE CJIOB
MIPEICTaBUTh U MPEJOCTABUTH Pa3HbIe, a OOJMKOM OHH MOXO0XKH, TOITOMY MPOUCXOAUT
noaMeHa oaHoro apyruMm. CpaBHuTe 3HaueHMs 3TuX cioB: IIpenoctaButh. 1. OTnars
KOT'0-4TO-JTM00 B pacropspKeHHe, MOIb30BaHUE KOMY-4eMy-1u00. 2. J[aTb BO3MOKHOCTh
KOMY-TH0O CKa3aTh, CIeNaTh 4TO-IN00, yeM-mubo pacnopsautbes. [IpeacraButs. 1.
[IpenpsaBuTh, COOOIMMUTL YTO-THOO0 KOMy-1u00. 2. Ilo3zHakoMuTh ¢ Kem-1uboO, 1aTh
BO3MOXKHOCTh O3HAKOMHUTBCS C 4eM-ubo. 3. Ilpu3HaB JOCTOWHBIM 4Yero-iauoo,
XOoJaTaiicTBOBaTh 0 4éM-TuO0 (0 Harpajae, TOBBINICHWW MO COyk0e u T. 1.). 4.
Bocnpoussectu B MBICISIX, BOOOPa3UTh KOTO-I1M00, YTO-TMOO0 (OOBIYHO CO CIOBOM
"cebe"). 5. 300pa3uTh, mokazaTh KOTO-4TO-H10O.

HenpasunsHoe ynorpebiaeHue qeenpuyacTHBIX 000POTOB.

YacTto BCcTpedaeTcsi HapylIEHHE OCHOBHOTO TpeOOBaHUS UCIOJIb30BaHUS
JeeNpUYacTUi: JleenpuyacTue U TIJarojl, K KOTOPOMY OH OTHOCHUTCS, JOJKHBI
0003Ha4aTh AEUCTBUS OJTHOTO JUIIA.

Hanpuwmep: 1. Cam rp. IletpoB A.B. noscuui, uro 27.12.2013, Haxoasce qoma B
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AJIKOTOJIbHOM OINBbSIHEHHH, OCTaBUJI HAa Fa30BOW IUIUTE FOTOBSAIIYIOCS MHUILY B KaCTPIOJIE
u ycuyi. llpocHyBmiuch, emy B aBepb noctydan rp. Meano WM. (HesicHo, kTO XKe
npocHyics: [letpos unu Banos?)

2. IMopoitas x 1oMy, pacroyio)KeHHOMY 1o aapecy: T. H-ck, yi. 3-s HabGepexHas,
1. 43, nocneimancs 3anax rapu (Ilomydaercs, yto k goMy mojomén 3amnax). Bo3moxen
TaKOW BapUaHT MCHpPABJICHUSA JTOM cUHTakcuuyeckou omuOku: [lomons x nomy, 4
ITIOYYBCTBOBAJI 3allaX T'apH.

3. O0oiias oM C BHYTPEHHEHW CTOPOHBI, U3 KyXOHHOM (POPTOUKH KBAPTUPHI TP.
[TerpoBa A.B. moxkazancs aeim (Ilonmydaetcsi, uro apiM o6omén aom). [lpaBuiabHBIN
BapuaHT: OO0 JOM C BHYTPEHHEU CTOPOHBI, 51 YBUJEN, UTO U3 KYXOHHOU (POpPTOUKHU
kBapTupsbl Ip. [lerpoBa A.B. noka3ancs AbIM.

4. Boiins B kBaptupy, rp. MiBanoBeim .. 66110 0O0HApYKXEeHO, UTO B TOMEIICHUU
KyXHU B KacTpIOJie, OCTaBJIICHHOW Ha Ta30BOM IUIMTE, IMPUTOPENd OCTATKU IHUIIH.
[IpaBunbHblid BapuanT: Boiins B kBaptupy, rp. MBanoB WM.W. oOnapyxui, 4to B
NOMEUIEHNN KyXHH B KacTpPIOJIE€, OCTABJIECHHOW HA ra30BOM IUIMTE, MPUTOPETU OCTATKH
107000058

Ynorpebiienne cioB To(xe), Tak(xKe).

MHOro TpPYIHOCTEH JOCTABJSIET MCIOJIb30BaHHE CJIOB TO(XKe), Tak(ke).
[IpaBunbHOE HaANMCAHUE MX 3aBUCUT OT 3HaueHHsA. HeoOxonumo 3amOMHUTH, UYTO MPHU
CIIMTHOM HAIlMCAHWM TaK)Ke MMeeT 3HaueHue eue. PaznenpbHoe HalMCaHUEe — Tak Ke —
UMEEeT 3HA4YeHHE B TOM K€ CTENEHU, TaKUM Ke 00pa3oM. AHAIOTMYHBIM 00pa3oM
pa3IMyarOTCs HANMCaHUs TOXe U TO ke. [Ipu CIUTHOM HanmMCaHWM TOXKE HMEET
3Hau€HHE PaBHBIM 00pa3oM, B paBHOU Mepe, Takke. Pa3nenbHoe HamucaHue — TO ke —
UMEeT 3HaueHue TO ke camoe, Takoe xe. Hampumep: 1. [Ipu Beixoge Ha MecTo OBLIO
YCTAHOBJIEHO, YTO JaHHbIE capaW SBJISIOTCS BETXMMHU U TMPU BO3HUKHOBEHUU
BO3TOpaHUsi MOTYT CO3/aTh Yrpo3y paclpOCTPAHEHHs IMOoXKapa Ha OJM3IexKaniue
CTPOCHHMS, TaK ke (NPaBWIBHO — TakKe) MHOH ObLIM ciaemadsl (ororpaduu
BBIIIEYKA3aHHBIX MOCTPOEK.

2. IlpumepHO B TOXKEe BpeMs (MpaBUILHO — B TO e Bpems) rp. AGpamoBa M.B.
NOCTaBWJIa MPUHAJICKAIINM €l TPAKTOp Ha IPUAOMOBOU Tepputopuun aoma Ne 28, miis
3akpeiTHs rp. 3HaTkMHOW T.M. goctyma K 3aJHeld 4YacTH MX 3€MEJIBHOIO Yy4dacTKa.
[IpencraBneHHble HAMYU IPUMEPBI HAPYILLIECHUS SI3bIKOBBIX HOPM Pa3HOIO THIIA, KOHEYHO,
HE WCUEPIBIBAIOT BCETO MHOT000pa3usi TeX TPYAHOCTEH, C KOTOPHIMH MOXKET
CTOJKHYTBCSI COCTaBUTEIh OTBETOB HAa OOpAIEHUs TPaK/IaH.

Bomnpocsl 1y1s1 cCaMOKOHTPOJIS
. Jlekcuueckue HOPMBL.
['pammaTyeckne HOPMBI.
O6o3Hauenue auIl Mo Mpoeccuu, TOHKHOCTH, YYCHOMY WM BOMHCKOMY
3BaHUIO. YTIOTpEOICHHE UMEH 1 (PaMUITHIA.
Yrorpebienre GopM UMEHH YUCIUTEIBLHOTO.
CKJIOHEHHE KOJMYECTBEHHBIX YACIUTEIbHBIX.
VYrpasneHne npu OAHOPOIHBIX WICHAX MPEITOKEHHUS.
Bb160p npaBuiibHOTO Majiexka U npejjiora.
VYnorpebiieHne neenpuiacTHbIX 000POTOB.

W N =

PN A
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TecTbl )1 CAMOKOHTPOJIS
1. B xakom psiy BO BCeX clIOBax MpomyileHa 0e3yaapHas mpoBepsieMast riacHasi KOpHs?
1. m..TOMKH, cOCTp..1aHue, OE30TJI..raTeIbHO
2. pact..paHue, MaTpu..TUYECKUHU, T..pATHCA
3. 00..3aTeNbHBIN, OCB..IIEHUE, TPOJI..BEIl
4. CUCT..MaTHYECKHH, HAp..TUTHCS, ILI..BEIl
2. B kakoMm psily BO BCEX CJIOBax MPOMYIIEHA YepeayomIascs riiacHas KOpHs?
1. cM..meHne, OOM..paTh, OJI..CTSIIHNA
2. 3ap..CTET, BBICK..YKa. IUL.BEI|
3. IPOCB..IIIEHHUE. €]1..HEHHUE, P..aTU3M
4. H..CTANbIrMYECKHUM, pa30y..poBaHUE, CKJI..HEHUE
3. B xakoMm psi1y BO BCeX CIOBax MPOITYIEHA OJTHA U Ta e OykBa?
1. n..6exxaTh, HU..NAJAOLIUN, pa..BECENBIH
2. np..3a0aBHBIN, Mp..CIEA0BaTh. Ip..pEKaHHE
3. 00..rpaTh, pas..CKaTh, 3a..CKMBAIOLIUN
4. p..CTIONIOKHUTBCA. 3..00/IaUHBIA, C..TJ1acue

4. B kakoM psiTy BO BCEX CJIOBaX MPOMYIIeHA OJHA U Ta ke OykBa?
1. AGoH..MeHT, Oain..puHa, O..HOKJb
2. Hu..neHT, K..0epHeTHKa. T..poapuit
3. B..kaHcus, 6..xpoma, T..CTPOHOM
4. XK..ToH, 3..0up, KaH..TEIb.
5. B xakoMm psiTy BO BceX ClIOBax MPOITYIIIEHa OJTHA U Ta e OykBa?
1. KoMII..MEHT, MOJH..MaTh, MPUB..JETUs
2. Tp..Tyap, K..CHyTbCA, Map..JI0KC
3. Jle..Tb (0 KaHary), ma..TOUINE, Mep..KUi
4. T..pan, mai..eHT, M..JUaHa
6. PaccraBbTe 3HaAKH MMPCIIMHAHUA: YKaXUTC BCC IlI/I(i)pLI, Ha MCCTC KOTOPBIX B

MMPCAIO0KCHHUHN JOJIKHBI CTOATD 3aIlATHIC.

[Tocne Toro kak mpo3Bydai TpeTuid 3BOHOK (1) 3aHaBeC IPOTHYJI M MEAJICHHO IMoMo.3 BBepX (2) u (3)
KaK TOJBKO TMyOJIMKa YBHZEJIAa CBoero Jwobumia (4) CTeHbl TeaTpa OYKBAIBHO 3aJpOKad OT
PYKOIUIECKAHUH U BOCTOPKECHHBIX KPUKOB.

7. PaccTaBbTe 3HAKU MPENUHAHUS. Y KAXKUTE HOMEpPA MPEIJIOKEHNUM, B KOTOPBIX HYKHO

IIOCTaBUTh ognY 3aIATYyI0.
1. Topa mokpeiTa TOTpPeCKaBIICHCS Cepol TIMHOW C OenéchIMU clielaMH COJIeH W Koe-rje Ha
IIOBCPXHOCTH IOIMAJAr0OTCA MCJIIKUC KPUCTAJJIMKU I'MIICA.

2. Ctenb B 3TOM paﬁOHe XOJIMUCTAasI U IPUBBIYHBIC BYJIKAHNYCCKUC KOHYCBhI U3JaJICKAa HC BU/IHBI.

3. ApT—(l)eXTOBaJ'ILH_[I/IKI/I BBIXOAT Ha CICHY U IIOKA3bIBAIOT 3PpUTCIIAM SPCHHHIHBIﬁ INOCAMHOK.

4. CopOut B mpUpoJie COEPKUTCS B TUIOAAX PSOMHBI KaTUHBI IIUIIOBHUKA U APYTUX PACTCHUN.

5. AcnapTaM CaxapuH NUKJIOMAT AYJIbIOWH W MHOTOYHUCIICHHBIC JOpYIruc¢ BCHICCTBA II0JIYYCHBI
CHHTCTHYCCKHUM HYTCM

8. PaccraBpTe 3HAKM TPENUHAHMS: YyKaXUTe BCe IMQPBH, HAa MECTE KOTOPHIX B

NpCaJIOKCHHUN AOJIZKHBI CTOATDH 3aIIATBIC.

I1. B. HamoxkuH >xui Ha mupokyro Hory(l) mpuHMMas MHOTOUYHMCIEHHBIX TocTei(2) Uil KOTOPBIX
ycTpanBanuch(3) 3a06aBbi(4) CTOMBIIIE HEMAJIBIX JICHET.

9. PaccraBbTe 3HAKM MpENUHAHUSA: YKaXUTE Bce LU(pPBI, Ha MECTEe KOTOPBHIX B
NpCAJIOKCHUAX JOJIKHBI CTOATDH 3aIIATHIC.

JIyame Bcero(1) nmoOupathecsi croma Ha Mapuipytke. Bynkan BuaeH(2)mpaktudecku(3) OTOBCIOAY,
MO3TOMY JaJibllie MyTh YKaxeT(4) HaBepHOoe(S) 10001 MECTHBIN KUTEIb.


http://infourok.ru/site/go?href=http%3A%2F%2Frusskiy-na-5.ru%2Fjs%2Ftinymce.plugins%2Fquestionnaire%2Feditor.html%3F0.808672874700278
http://infourok.ru/site/go?href=http%3A%2F%2Frusskiy-na-5.ru%2Fjs%2Ftinymce.plugins%2Fquestionnaire%2Feditor.html%3F0.808672874700278
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10. PaccraBbTe 3HaKM MpeNUHAHUSA: YKaKUTE€ Bce LU(DpBI, HA MECTE€ KOTOPHIX B

MPCIIOKCHUN NOJIKHBI CTOATH 3aIlATBIC.
Cpeau coTeH ThICSY JIIOACH, CIACAIOLIMXCS TI0CIIE PEBOIIOLMU OT IoJI0Ja, TIOPEM U PacCTpesIoB, ObLIN
takue(l) xKoTopeix(2) Ha 4yKOMHE MOKUAAIa HEBEposTHas cynp0a(3) Kakylo HM HpUAyMaTh, HU

OImucarTh.
Bonpocsl 1151 CaMOCTOATEIbHOI0 U3yYCHUA:
1. Chepa mnpuMeHeHHS, OTJIMYUTEIbHBIE YEPThl M SI3BIKOBBIE OCOOEHHOCTHU
IIICbMEHHOU HAy4YHOHN peuH.
2. BropuuHnble HayuHble TeKCThI. [11aH Kak cnocod KoMIpeccuu HayYHOro TEKCTa.
3. Bunubl iiaHoB (BOMIPOCHBIN, HA3bIBHOW, TE3UCHBIN TIJIaH).
4. AHHOTHUpPOBaHUE, BUJbI aHHOTAIUH (MH(DOPMAIIMOHHBIC, PEKOMEH/IaTEIIHHBIE).
5. Bunbl  pedepatoB (uHbOpMaTHBHBIC, WHAUKATUBHBIE, MOHOIrpaduyecKue,
pPEenpOTyKTUBHEIE).
6. IlpaBuna ohopmieHus: 6udauorpadum.
Tembl 10KJI210B U pedpepaToB
1. OO6paieHue 3asiBUTEINSI: COBPEMEHHOE 3aKOHOJATEIbHOE PETYIHMPOBaHUE.
2. JIoBEpEHHOCTh: COBPEMEHHOE 3aKOHOIATEIBHOE PEryJINPOBAHHE.

IlepeueHb TuTEPATYpPHI H Y4eOHO-METOAUYECKUX MAaTEPHUAJIOB
AJIS1 CAMOCTOSITEJIbHOI MOATOTOBKH 10 TeMe
a) OCHOBHAs JIUTEepaTypa
1. Pycckuii S3bIK B JIEJIOBOM JOKYMEHTALMH: YYCOHUK U TPAKTUKYM JUIsI BY30B /

A. 1O. UBanoBa. — M.: UIzpgatenbctBO FOpaiit, 2017.

2. Boiituk H. B. PeueBas koMmyHuKanus: yue0. mocodue s By30B. M. :

MzpatensctBO FOpaiit, 2017.

3. Pycckuii s3bIk ¥ KynbTypa peur. CoBpeMeHHast S3bIKOBasi CUTYyalus: Y4eOHUK

U TIPaKTUKYM JJis1 OakanaBpuaTta U maructpatypsl. — M.: U3narensctBo FOpaiit, 2017.

0) JOTOJIHUTENIbHAS JTUTEpaTypa
4. Oxkeanckas X.JI. Pycckuii si3pIKk UM KynbTypa peud: YueOHOe mocoOue s

obyuaromuxcs o crnenuanbHocTH 20.03.01 «IloxkapHas 6e3onacHocTh». — BaHOBO,
HBanoso. OOHU UIICA I'TIC MYC Poccun. 2020.

5. Komnomanenko E.Il., Oxeanckas X.JI., Boakosa T.H., Jlazape A.A.

KoMMmyHuKaTHBHOE B3aUMOCHCTBHE B HAI30PHO-TIPODUIAKTUYECKON NeATETHHOCTH
MUYC Poccun: Yuebnoe nocobue. MBanoo. OOHU HUIICA TTIC MUYC Poccun.
2019 (I'PU® YMO MUC Poccun)
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METOJIWYECKHUE PEKOMEHJIALIUU
JJIS1 MOJArOTOBKHU K MPOMEKYTOYHOW ATTECTALIMU

KpuTtepuu oneHKH YCTHOIO OIpoca
OTtMeTka «5» CTaBUTCS, €ClIM OOydaromniuics riayO0OKO M MPOYHO YCBOWJ BECh
MPOrPaMMHBIM MaTepuaj, UCYEPIBIBAIONIIE, MOCIEA0BATEIBHO, TPAMOTHO U JIOTUYECKHU
CTPOMHO €ro u3jJaraer, MNPUBOJIUT TPUMEPHI, HE 3aATPYAHACTCS C OTBETOM MpPH
BUJIOM3MEHECHUM 3aJ]aHus, CBOOOJHO CHpABISIETCS C 3aJa4aMd M TPAKTUYECKUMU
3aJlaHUSMH, HE JIOIYCKAeT OIHOOK.

OtmeTtka «4» cTaBUTCS, €clid OOy4alollUics TBEpAO 3HAET MPOTrpaMMHBIN
Marepuaj, rpaMOTHO M MO CYIIECTBY H3JIaraeT €ro, He JOMYyCKaeT CYIIECTBEHHBIX
omuOOK B OTBETE HA BONPOC, MOXKET MPABWIHHO TNPUMEHATh TEOPETUUYECKHUE
MOJIOKEHUS U BJIaJeeT HEOOXOAMMBIMHU YMEHUSMH WM HaBBIKAMHU MPU BBINOJIHEHUU
MPAKTUYECKUX 33/IaHUM, IOMMYCKAeT HETOUHOCTH B OTBETE.

Otmetka «3» CTaBUTCS, €CId OOYYalOUIMICS YCBOWJI TOJIBKO OCHOBHOM
Marepuaj, HO HE 3HAE€T OTHAEJbHBIX JETajed, JOMYCKAaeT HETOYHOCTH, HE COBCEM
npaBuibHbIE  (OPMYJIHMPOBKH, HaApyIIaeT MOCIEI0BAaTeIbHOCTh B HM3JI0KCHUU
POrPaMMHOI0 MaTepuaia U UCIBITHIBAECT 3aTPYJHECHUS B BBINOJHEHUU MPAKTUYECKUX
3aJIaHu M.

OTMeTKa «2» CTaBUTCS, €CIIM O0ydYaroIIuiics oOHapyKMBAET HEe3HAHUE OOJbIICH
YacTH COOTBETCTBYIOUIETO paszfena H3ydyaeMoro Marepuana, OMYyCKaeT OIIMOKU B
bopMynHpOBKE OMNpeeIeHUN TMOHATUH, HMCKAXAIOIIMEe WX CMBICH, OECHOopsSIoYHO U
HEyBEpEHHO wu3jaraetT wmarepuan. OueHka «2» OTMEYaeT TaKue HEAOCTaTKU B
MOJIFOTOBKE OOYYaIOIIETOCs,, KOTOPBIE SIBISIIOTCS CEPBE3HBIM MPEMSITCTBHEM K
YCIEIIHOMY OBJIQZICHUIO MTOCIEAYIOIIUM MaTEPUAIIOM.

KpuTepuu oleHKH TeCTOBBIX H KOHTPOJIBbHBIX padoT

OtmeTKa «5» CTaBUTCS, €CIU 00yUYaOIIUIACS BBIMOIHIII BCE 3aaHUs BEPHO.

OtMeTKa «4» CTaBHUTCS, €CIM OOYyJaIOUIUKCS BHITIOJHUI MPAaBHIBHO HE MeHee 3/4
3aJlaHUIl.

OtmeTka «3» CTaBUTCA, €CIM OOYYArONIMIICS BBIMOTHWII HE MEHEE MOJIOBUHBI
3aJlaHUI.

OtmeTka «2» CTaBUTCA, €CITU OOYYAIOIIMICS BBIMOJHUI MEHEE TOJOBUHBI
3aJlaHUI.

KpuTtepuu oueHku g1okjiaaa

[Ton nmoknagoM mMOAPa3yMEBAETCS MTOT CaMOCTOSITEIBHOM HCCIIEN0BATEIbCKOM
pabotel oOywaromerocs. YToObl €ro TOATOTOBUTH, HEOOXOIWMO HE TOJIBKO
[MO3HAKOMUTHCS C OINpPEICIICHHON HAay4YHOM JIMTEPATypOM, HO W BBIABHHYTH CBOIO
TUIOTE3Y, MPOBECTH COOp AMIIUPUYECKOTO MaTepHalia, UCIONb3Yys CaMOCTOSATEIbHbIC
HaOJIOJICHNs, TIPUMEHSISI YCTHBIE OINPOCHI, AHKETHI, TECThl, M3Y4YUTh HEOOXOJIUMBbIC
JOKYMEHTHI U T.J., IPOBEPUTH TUIIOTE3Y, IPUUTH K 0OOCHOBAaHHBIM BBIBOJAM, JI0KAa3aTh
MPaBUJIBHOCTh COOCTBEHHOrO pelIeHUus MpodsieMbl W O(QOPMUTH TMOTYyYEHHbBIE
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pe3yNbTaThl B BUAE MUCbMEHHON paboThl. MakcuManabHOE KojnyecTBo 6amoB — 5. Ilpu
BBICTaBJICHUH OLIEHKH 32 JOKJIA/ JOJIKHBI YUUTBIBATHCS CIIEIYIOIINE KPUTEPUU:

* IOJTHO€ PACKPBITHE TEMBI U COOJIIOJEHUE JIOTUYHOCTH U3JI0KEHUS — 2 Oalla;

* HaJInyue COOCTBEHHBIX BBIBOJIOB U MPEJUIOKEHUH, 0000ILIEHNUNH, KPUTUYECKOTO
aHanu3a - 1 6ai;

* HCIOJIb30BaHUE IUPOKON MHPOPMAMOHHOM 0a3bl, MPAaBUILHOCTH O(POpPMIICHHUS,
coOJr0IeHne paBuil IUTUpPOBaHus - 1 Oan;

* KQYeCTBO YCTHOT'O BBICTYIUJICHUSI: YMEHUE FOBOPUTH MyOJUYHO, 3aMHTEPECOBATH
CJIyllIaTeNIeH, BIaIeHUE PEUbI0, ICHOCTh, 00Pa3HOCTh, KUBOCTh peuu - 1 Oau.

[To cymme 6anioB U CTENEHU peaju3aluy KaxJA0ro U3 KpUTEPUEB BBICTABISAETCS
OTMETKa 3a JOKJIAJ.

IlepeyeHb BONIPOCOB U 3aJaHUH VISl IPOMEKYTOYHON aTTeCTALUU
(B popme qudPpepeHIMPOBAHHOIO 3a4€TA) 110 UTOraM OCBOCHUSA M CHUIIMHBI
«Pycckuii I3bIK B [1€J10BOM TOKYMEHTAIMH>»

1. SI3bIk Kak 3HAKOBasi CUCTEMA.

2. CoaepxaHue€ U COOTHOILICHUE MTOHITUN «SI3BIK» U «PEUbY.

3. OyHKIUU A3BIKA.

4. JlutepaTypHBIi SI3bIK, €r0 OCOOEHHOCTH.

5. Ilonsatue «kyapTypa peun». HopMaTuBHBIN, KOMMYHUKATUBHBIA U 3THUYECKUU
aCIEeKThI KYJIbTYPbI PEUH.

6. KoMMyHUKaTUBHbBIE KAUECTBA PEYH.

7. OO1ast XapaKTepUCTUKA CTHIICH peUH.

8. Hay4Hblil CTUIIB.

9. OcobenHoctr opuUITHATBEHO-ACIOBOTO CTHIIS.

10. OyHKIIMOHATBHO-CMBICIIOBBIE ~ TUIIBI  PEYU: ONKHCAHUE, [IOBECTBOBAHMUE,
paccyxIeHue.

11.TTonsiTHE «CITYKEOHBIN JOKYMEHT.

12.0cob6eHHOCTH S3bIKa CITY’KEOHBIX JIOKYMEHTOB.

13.JIuarBUCTHYECKHE MEXaHU3MBI PACTIO3HABAHUS HEJJOCTOBEPHON HH(POPMAIIHH.

14.®dyHKUIMY TOKYMEHTA.

15.Knaccudukanusi JOKyMEHTOB.

16.¥Opuanueckas cuia JOKyMEHTOB.

17.PexBU3UT Kak oOOsA3aTENBbHBIA  dMeMEHT oQopMieHUS  OPHUITUATHHOTO
JOKYMEHTA.

18.Pamopt: noHsitue U TpeOOBaHUS K COCTaBICHHUIO.

19.1lpaBuna Hamucanuss OOBSICHUTCIBHON M JIOKIQJIHOW 3alUCKH, OOBSICHCHHS
IpakJiaH Mo MOBOJY MPOUCILIECTBUSI.

20.0OTBeT 3asBUTEIIO: IOHATHE U TPEOOBAHUS K COCTABIICHUIO.

21.1loHATHE «IEKCMYECKHME HOPMBD) JIUTEpPATYpHOro s3bika. Hapymenus
JIEKCUYECKUX HOPM B JICJIOBOM JIOKYMEHTAI[UU.

22.1loHATHE «CTUIMCTHUYECKUE HOPMBI» JUTEPATYypHOro #A3blka. Hapyuienus
CTUJIMCTUYECKUX HOPM B JIEJIOBOM JOKYMEHTALIUH.
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23.Ilonsatne «MOp(OIOrMYECKUE HOPMBDY JIUTEPATYPHOTO SA3bIKA. THUIHUYHBIE
MOp(OJOrnyecKrue OMMUOKHU B AEIOBOM JOKYMEHTALIUU.

24.TloHsiTie «CHUHTAaKCUYECKHME HOPMBI» JMTEpaTypHOro s3bika. Haumbonee
pacnpoCcTpaHeHHbIE CHHTAKCHYECKUE OIUMOKU B IEJI0BOM JOKYMEHTAIIUH.

25.1lonsatue «opdorpapuyeckue U MyHKTyalMOHHbIE HOPMBD) JHUTEPATYPHOTO
a3pika. Haunbonee pacrpoctpaneHHble opdorpaduyueckre U MyHKTyalMOHHbIE
OLIMOKH B JIETTOBOM TOKYMEHTAIMH.

IlepeyeHb NpaKTHYECKHUX 3aJaHUM /IS MIPOBEACHHUSA NPOMEKYTOYHOM aTTeCTALUN
(B popme qupPpepeHIMPOBAHHOIO 3a4€TA) 110 HTOraM OCBOCHHUSA M CHUIIMHBI
«Pycckuii I3bIK B 1€J10BOM JOKYMEHTALIMU>»

Bapuanm 1

Yacmo 1

Al. B kakom cji0Be 3ByKOB MEHbIIIE, YeM OYKB? 3) scHOCTB
1) cembst 4) Oymymiee

2) npa3aHbIi

A2. B KakoM CJIOB€ yapeHue MMaJaeT Ha IePBBI caor?
1) npemota 3) maptep
2) co3nan 4) >xamo3u

A3. B kakowm nipemnoxxerann Bmecto ciioBa OBCYXIATD nyxHo ynotpeouts cioo OCYIXIATH?
1) OBCYXJIATD HOBBII MPOEKT MPHUIILIOCH B CIOKHEUIITUX YCIOBUSX.

2) OBCYXIATD cBou mpoGiemMbl ¢ HE3HAKOMBIM Y€JIOBEKOM HE XOTEJIOCh.

3) [Ipob6memy TexHomorudeckoro ocHameHus npousBoactBa OBCYXIATDH na 3ToM 3acenanum He
CTaJIu.

4) Bo mHorux cBoux npomsBeneHusax A.I1. Uexos OBCYXXJIAET npa3nHOCTS.

A4. YkaxuTe npuMep ¢ OIMOKoi B 00pa3oBaHuu (JOPMBI CIIOBA.
1) camas kpacuBeiias JeBYyIIIKa

2) moe3xait 1oMoit

3) c o6enMu yueHHUIIaMHU

4) HEeT MOAXOAAIIHNX TY(EIIb

AS. YkaxuTe rpaMMaTHYeCKU MTPABUIIBHOE MPOIOJIKEHUE MPESIOKEHUS.
Ilymas o euepawinem geuepe, ...

1) MHe cTano rpycTHO.

2) y’Ke COBCEM CTEMHEO.

3) U3 Moeil CyMKH BBINaja KHUTA.

4) BCIIOMHUII 51 O CBOEM OO€IaHNH TO3BOHUTH OalyIIke.

A6. YkaxuTe npeioxkeHne 6e3 rpaMmmaTiyeckoit ommoky (0e3 HapyIIeHNs CHHTaKCUYECKOH HOPMBI).
1) B cBOMX cTaThsIX 3TOT *KYPHAIUCT MOCTABHUII BOIIPOCHI, BOJHYIOIIUX MHOTHX €r0 COBPEMEHHHKOB.
2) Bonpeku ycunuil yunTenei, MaJb4uK YUUICS TUI0XO.

3) Ha ums ynpasisroniero 6aska npuInio MUCbMO.

4) B nbece «Ha nHe» croxkeTHast IMHUS PA3BUBAETCS B HECKOJIBKUX HAIPaBICHUSIX.

[IpounTaiiTe NpennoKeHus 1 BHIIOJHUTE 3a1aHnud A7 — Al2.
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A.B 988 rony Benukuil kHs3p kueBckuih Bmamumup KpacHoe CouiHBIILIKO, €ro I€TH, ApYXKHUHA,
TBICSYM JKUTeNel cronmusl JpeBHero rocymapcrBa — ropoaa KueBa — OblIM KpelleHbI B BOJAX
JlHerpa BU3aHTHIICKMM MUTPOTIOJIUTOM U CBSIIICHHUKAMHU.

b. Onnako nepBoii xpuctuankoii Ha Pycu O6buta kusirunas Onbra, 6a0ka kHsa3a Bnagumupa.

B. Ilpenanne Hapexno Onbry XUTpPOIO, MCTOPUS — MYAPOIO, LIEPKOBb — CBSTOI, M OHa Obula
npeaTeya XpucTHaHcTBa Ha Pycu.

I'. Ora pmara, oTMe4YeHHass B JAPEBHEPYCCKOH JIETONMUCH, CYMTACTCA TOJOM HpUHATHS Pychro
XPUCTUAHCTBA.

A7. B xakoil nocne10BaTeIbHOCTH HYXKHO PacHOJIOKUTh IPEUI0KEHHS], YTOOBI OTYyUHIICS TEKCT?

1)A,B,b, T 3)B,A,T,b
2)A,T,B,B 4)Bb,A, T,B

A8. B xaxom npeioxkeHnn ecTb 000c00JIeHHOE onpeieieHre?

1) B mpennoxenuu I 3) B npemnnoxenuu b
2) B peasoxKeHuu A 4) B npeanoxxenuu B

A9. Ykaxute omuOKy B OTIPEICTICHUH TTOJICKAIIETO OTHOTO U3 MPETIOKSHUM TeKCTa
1) nmpenanue 3) KHATHHS
2) oHa 4) nata

A10. Ykaxxute BEpHYIO XapaKTEPUCTUKY NPeIIoKeHus B Tekcra.
1) cO’XKHOTIOAYMHEHHOE 3) CI0KHOE C COFO3HOM M 0€CCOI03HOM CBA3BIO
2) CIIOKHOCOYMHEHHOE 4) CJI0)KHOE Oeccoro3Hoe

All. B kakoMm npeyI0’)KEHUH €CTh KPaTKOE CTpaaTeIbHOE MpUuYacTre?
1) B mpemnoxxenun A 3) B nmpeioxenun B
2) B pemioxxennu b 4) B ipenioxkeHuu I

Al2. B kakoM npeyiIo’)KeHUH BCTPEYAIOTCS apXau3Mbl?
1) B mpemnoxxenun A 3) B npemioxenuu b
2) B pemioxkennn B 4) B mpenoxkeHuu I

A13. B KakoM CJIOBE HYJIEBO€ OKOHYaHHE?
1) cunuii 3) amoMHUHUI

2) urparouui 4) Tperuii

Al4. B xakom BapHaHTC OTBCTA NPABUJIbHO YKa3aHbI BCC I_[I/I(bpbl, Ha MCCTC KOTOPLIX IIHUIICTCA OAHA

OoykBa H?

Ha Hem Obuta crera(l)ast Tenorpeiika, nepexsaue(2)as koxka(3)bIM peMHEM.
11,2 3)2,3
2)2 41,3

A15. B kakoM psily BO BCeX clloBax IMpoIyieHa 6e3yaapHas npoBepsieMas riacHas KopHs?
1) pa3B..BaTh (yM), pell..H3Hs, 3aIl..pEThCS

2) no0..BaThCs (YCIIEXOB), MEKI..palus, mepecT..1aTh

3) BBIY..CIIUTH, AU..NIA30H, U30..paTeIbHBIN

4) 5K3..MEHOBATh, ac(.. TbTHPOBAHHBIN, TIOXB..J1a

A16. B kakoM psity BO BCeX CJIOBax MPOMyIIEeHa OJJHA U Ta ke OykBa?
1) mp..cecTs, mp..KJeeH, Mp..N0THECTH
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2) ne..rubaemsblii, Oe..lMOBHBIN, BO..TOPAUTHCS
3) 3a..rpath, 0€3..CKyCHBIH, IPE/..CTOPUS
4) 00..sBIICHUE, a]1..FOTAHT, B..CIUTHUBBIN

Al7. B xakoM psiy B 000HX CIIOBaX Ha MECTE MPOITyCcKa muiercs: Oyksa 1?
1) BCKakuBa..11b, KOJIEOJI..MbIit

2) GECTIOKO..IIIb, 3aBHC.. MBI

3) ui..1mb, 100bIBA.. MBI

4) 3aBuC..111b, BbIpAILIBA.. MBI

A18. B xakoMm BapraHTe OTBETa yKa3aHbl BCE CIIOBA, T'Jie MporyiieHa Oyksa 1?

A. 1oT4..BaTh B. npusepe..BbIi

b. nmpoce..BaTh I'. rpeun..BbIN

1) Ab,I' 3)B, T’
2)b,B 4)A, B, T’

A19. B xakom BapuaHTe OTBeTa MPaBWJIbHO YKa3aHbl Bce HU(PBI, HA MECTe KOTOPBIX MUILIETCS OyKBa
n?

Manwuos Obu1 yenoBek H(1) To H(2) ce, wiu, 1Mo cinoBaM nocynoBulibl, H(3) B ropoae bornax, H(4) B
cene Cenudan.
1) 1,2,3,4 3)34
2) 1,2 4) 1,3,4

A20. B xakoM mpeiokeHur 00a BBIJICTICHHBIX CJIOBA MUIITYTCS CIUTHO?

1) (ITO) DTOMY nytu aasuo He e3qumnn, (OT) TOI'O mopora mopocia rycToil TpaBo.

2) Ilpumnocek otkazatbes (OT) TOI'O, uwto Obuto 3amymano, Tak kak aeHbru (HA) CHET ne
MOCTYIHIIH.

3) UTO(bbI) n3yunth MoBEeACHHE STUX KUBOTHBIX, OMOJIOTaM MPHUIILIOCH J0JTO HAOII01aTh 32 HUMH,
3A(TO) pe3ynbTaThl HAOIIOEHUH OKA3JIUCh BEChbMa HHTEPECHBIMH.

4) Mot npyr, TAK(CKE) kak u 51, nonro Beioupair, YTO(BbI) emy mounTats.

A21. Ykaxure npaBuiibHOE OObSICHEHHE ITyHKTYallMH HAa MECTE MPOIMYCKa B MPEATIOKEHUU.
On cnen, ynpam, Hemepnenug() u 1e2KOMbICIeH, U KUYIUB.

1) [TpocToe mpensyoxkeHue ¢ OAHOPOAHBIMY YJICHAMH, TIepe]l coro3oM U 3amsTas He HyXHa.

2) CrnokHoe mpeioKeHue, nepes corozoM U 3amsras He HyXKHa.

3) CnosxHoe npeanoxenue, nepes corozoM M HyxHa 3ansTasi.

4) IIpocroe npeasokeHrue ¢ OJHOPOIHBIMU YIEHAMH, Nepea coto3oM U HyxHa 3a naras.

A22. B xakoM BapHaHTe OTBETa MPaBUIBHO yKa3aHblI BCE MU(PHI, HA MECTE KOTOPBIX TOJKHBI CTOSTh
3ansTeie?

W enka(1l) 3amuTas orusmu(2) u o3apsBiias Bce BOKpyr(3) Tak ¥ MaHuja copBath(4) pacTymiue Ha
HeH I[BETHI U TUIOBIL.
1)1,2,3,4 3))L3
2)3,4 4)1,4

A23. B xakom BapHUaHTC OTBETA NPABHUJILHO YKAa3aHbI BCC I_[I/I(I)pbl, Ha MCCTC KOTOPBIX B IIPCAJIOKCHUAX
JAOJIKHBI CTOSATDH 3aIsThIic?
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[Touemy B XIV Beke(1l) no ganHbIM UCTOPUKOB(2) poc u xopoiuen ['ocnoaun Benukuit Horopoa?
Bo-nepBbix(3) oH BBIBO3MWII B IpYTHE CTpaHbl HA IPOAAXKY BOCK, cajo, MeXa, a BO-BTOPbIX(4) IpogaBai
BEJIMKOJICTIHBIEC U3/ICTTUSI HOBITOPOACKUX PEMECICHHUKOB.

1) 1,2,3,4
2)1,2
3)3,4
4)1,3



A24. Vkaxure NpeaaoKeHue, B KOTOPOM HY)KHO IIOCTaBUTb OJHY 3alsATyr0. (3HaKM NpEenuHaHWs He
paccTaBIICHBI. )

1) CanuH o1yian BO BCEM CYILIECTBE CBOEM €CJIM HE YOBOJBCTBUE TO HEKOTOPYIO JETKOCTh.

2) U crap u miaja noHWMasyu TOrJa 3Ha4e€HUE ITPOUCXOISIIETO.

3) ITamsATh HaKarIMBaeT MOOPBII OMBIT M TPAJUIMU U TIOCTOSHHO MPOTUBOCTOUT YHHUYTOXKAIOIICH CHIIe
BpPEMECHU.

4) O0Gaka KaK CKa304YHbIC YyIOBHIA B O€3I0HHOM TOJIyOOM Heoe.

A25. Ykaxure ycioBUE€ IOCTAHOBKU THPE B JAHHOM MPEUI0KEHUU.
Obouimu mo menkoe u npuzpauHoe, 4mo mewaenm Oblmb c8OOOOHLIM U CUACMIUBLIM, — GOM Yelb U
CMbBLCA Haulell HCU3HU.
1) B HEMOJIHOM TPEIIOKECHUN
2) MEeXTy MOJIIKAIINM U CKa3yeMbIM
3) o6oO1aroiee CI0BO CTOUT MOCIE OTHOPOIHBIX YWICHOB MPEIOKEHHUS
4) BTOpast yacTb OECCOIO3HOTO CIIOYKHOTO MPEATIOKEHUS YKa3bIBAE€T Ha CIEJICTBUE



48

CJIOBAPb TEPMHUHOB
O IMCHUIVIMHE «PYCCKHUH A3BIK B IEJIOBOU JOKYMEHTALIUN»

[E—

AJIPECAT - nony4atens.

2. AIPECAHT - otmpaBuTEb.

3. AKT - HOKyMEHT, COCTaBJICHHBI HECKOJBKHUMHU JHUIAMU U TOATBEPKIAIOLINI
YCTAHOBJIEHHBIE (haKThI

4. unu coObITHUS.

5. AKIEIIT - cornacue Ha MpeasioKEHUE BCTYNUTh B CHIENIKY, 3aKJIIOYUThH TOTOBOP
Ha yCJIOBUSX, YKa3aHHBIX B MPEJJIOKCHHUU.

6. AHKETA - JoKyMeHT, mpeiacTaBisiomuid coboil  TpadapeTHbld  TEKCT,
COJZEepIKAIIUNA BOITPOCHI I10

7. ompenesIieHHOW TeMe U MECTO JJIsl OTBETOB (MJIM OTBETHI) HA HUX.

8. AHHOTAIMA - kpaTKoe U310KEHUE TEPBOUCTOYHUKA.

9. APXBHAS BBIIIMCKA - [10cioBHOE BOCIPOU3BEICHUE YacTH TEKCTa
JIOKYMEHTA, XPaHSAIIETocs B

10.apxuBe, 3aBEpEHHOE B YCTAHOBJICHHOM TIOPSIIKE.

11.APXUBHAS CIIPABKA - cmopaBka 00 HMEWOIIHUXCS B JIOKYMEHTAIbHBIX
Marepuajgax apXxuBa CBEACHUSAX MO ONPEIEIEHHOMY BOIIPOCY, TEME, MPEIMETY WIIH
OouorpadudecKrx CBEICHUAX, 3aBEPCHHAS B

12.ycTaHOBIIEHHOM MOPSJIKE.

13.ACIIEKT - Touka 3peHHs, C KOTOpPOW MPOU3BOJMUTCS IMOUCK JTOKYMEHTA WIU
U3BJIEYEHUE U3 HETO HEOOXOAMMBIX CBEJICHUN.

14.BJIAHK - OGenplii JUCT C YacTMUYHO HaINeYaTaHHBIM TEKCTOM W IpoOesIaMH.
KOTOPBIE 3aIOJIHAIOTCS aKTyaabHON MH(popMaruel (HarpuMep, aHKeTHBIHN b.).

15.BEJOMOCTD - nepedenp kakux-iu00 AaHHBIX (CBEJACHHI), PACTOJIOKEHHBIX B
oTIpeIeICHHOM Topsiake (1iatexxkHas B., obopotHas B. u 1.11.).

16.BU3A - moamnuch, moarBepskaaromias (HakT 03HAKOMJICHHUS JTOHKHOCTHOTO JIMIIA C
JOKYMEHTOM.

17.BHYTPEHHUM AJIPEC TIMCBbMA - HaMEHOBaHHE U aJpeC OpTraHU3allid WId
dbamums u aapec

18.11111a, KOTOPOMY HAIpPaBJIEHO MUCHMO.

19.BHYTPEHHUM JOKYMEHT -  1oKyMeHT, NOpedHa3HAYeHHBIM  JUIs
UCIIOJIb30BAHUS TEM YUPEKJIECHHEM, B KOTOPOM OH CO3/aH.

20.BXOJSIINNU JOKYMEHT - 10KYMEHT, IOCTYIHBLINI B y4PEKICHHE.

21.BBITITMCKA - xomnus 4acTH TEeKCTOBOTO JOKYMEHTA.

22.TPA®UK - TexkcTOBON JOKYMEHT, OTpPaKArOMIMK, KaK MPaBWIO, TIaH PadOTHI C
TOYHBIMH MOKA3aTEJISIMU HOPM ¥ BPEMEHHU BBIMIOJTHEHHSI.

23.'PU® - nomeTka, ykas3bplBalllas Ha OCOOBIA XapakTep WM OCOObIH crocod
MEePEChUIKU JIeT0BOM KoppecnoHaeHuu ("'cekpetHo", "cpouHo", "HE MOIIEKUT
OTJIALIEHUI0, "JTUYHOIO).

24. JATA - 4ucno, Mecsii W TOA COCTAaBJICHHUS WJHA TMOANUCAHUS JOKYMEHTA,

yKa3aHHbIE HA HEM apaOCKuMHU LU pamu.
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25.1FJIO - enuHHLIA XpaHEHMs] TUCBMEHHBIX JOKYMEHTOB B apXMBE, IIOMEIICHHBIX B
OTJICJIbHYIO TIAIKY.

26.IEJIOBOE IIMCBMO - no0KyMeHT, IpUMEHSEMBId JUIsl CBSA3M, NEpPEeAadu
UH(GOpPMALIK HA PACCTOSIHUE

27.MexXy NBYMs KOPPECHOHACHTaMHU, KOTOPBIMH MOTYT OBITh U HOPUAUYECKUE, U
duznueckue auua.

28. IEJIOITPOU3BO/JICTBO - BeaeHue KaHUEASIPCKUX J€], COBOKYMHOCTh paboT 1O
JOKYMEHTUPOBAHUIO JIESITEIIBHOCTH YUPEKICHUM U TIO OpraHu3aIui JJOKYMEHTOB B
HUX.

29.HHPEKTHBHBH>1 JOKYMEHT - nokymeHT, cojaepamuii oOsi3aTelbHbIE K
UCIIOJTHEHUIO YKa3aHUS BBIIIECTOSIIIINX OPTaHOB.

30. JOBEPEHHOCTD - noKyMEHT, AArOlIhil MOJTHOMOYHS €ro MPEIbSIBUTENIO Ha
BBITIOJIHEHUE KAKUX-THUOO JEUCTBUI OT UMEHU JJOBEPUTEIS.

31.JOT'OBOP - noxyMeHT, (DUKCHUPYIOUIUNA COTJIAIIEHUE JBYX WM HECKOJIbKUX
CTOPOH.

32. JOKJIAIHAA 3AITNCKA - noKyMeHT, afpeCOBaHHbI PYKOBOJICTBY, B KOTOPOM
U3JIaraeTcs Kakou-1u00 BOMPOC C BBIBOJIAMU U TIPEJIOKEHUSIMU COCTABUTEIIS.

33.JOKYMEHT - wunHbopmanus Ha MaTepuaIbHOM HOCHUTENIE, HMEIoIas
IOPUINYECKYIO CHITY.

34, JOKYMEHTOOBOPOT - 1) aBukeHue JOKYMEHTOB B YUPEKICHUU C MOMEHTA
UX TOJYYEHMsS WA CO3[IaHMsl J10 3aBEPIICHHUS HCHOJHEHUS W OTIpaBKu; 2)
KOJIMYECTBO BXOMSIINX, BHYTPEHHUX U HUCXOMSIINX TOKYMEHTOB YUYPEXKICHUS 3a
ONpEIEJICHHBIN MTEPUOJ BPEMEHHU.

35.AYBJIMKAT - sk3eMIuisip JOKYMEHTa, COCTaBJICHHBIA B3aMEH OTCYTCTBYIOIIETO
NOJJINHHUKA U UMEIOIIUNA OJUHAKOBYIO C HUM IOPUANYECKYIO CHITY.

36.3ASBJIEHUE - noxymeHT, coaepskauuii mpock0y WK MPeaoKeHue Jula (JIuir)
YUPEKISHUIO WIIH JOJKHOCTHOMY JIMIy (Hampumep, 3. o mpueme Ha pabdory, 3. o
PEAOCTABICHUHN OTIYCKA U T.1.).

37.U3BEHIEHUE - nokymeHT, WHGOPMUPYIOMIHA O MPEACTOAIEM MEPOMPHUITHU
(3acemanum, coOpaHuu, KOH(EpEeHIMH) U Colep Kalluid TPEJIOKEHUE MNPUHATDH
y4dacTHe.

38 MHAEKC - ycnoBHoe o0o3HaueHHE, MPHUCBaMBaeMOE JOKYMEHTY B IIpoOIecCe
ydeTa (perucTpalru) U UCTIOTHEHHUS.

39.MHJAEKCAIIUS - npocTaBieHrne uHAEKCA.

40.MHAEKC JEJIA - mopsakoBblii HOMEp Jejla M0 HOMEHKJIAType W YCJIOBHOE
0003HaueHNE CTPYKTYPHOU YaCTH YUPEIKICHUS, MPOCTABIIIEMbIC HAa 00JIOKKE JIeNa.

41 VHULIMATUBHBIM JIOKYMEHT - JOKyMEHT, IIOCHY)XMBIIMH HadaaoM
paccMOTpEHUS ONPEIEICHHOTO BOIIPOCa.

42 UICXOJSIIN JOKYMEHT - 10KYMEHT, OTIIPaBICHHbIN U3 YUPEKICHHUSL.

43 KIIACCUDUKAITMOHHBIN MHJIEKC - ycioBHoe oGo3HaueHue (Lupposoe,
OYKBEHHOE, CMEIIAHHOE), TPUCBANBAEMOE KIACCU(PUKAIIMOHHBIM JIEJICHUEM CXEMBI
KJIaccu(pUKaMU U TMPOCTABIIEMOE HA KapTOYKAX CHCTEMAaTUYECKOrO U APYrUX
KaTaJloroB. MoeT MpOoCTaBIIATLCS U HAa IOKYMEHTAX, U Ha Jleax.
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44 KOHCEPBAIIUA  AJOKYMEHTA - npenoxpaHeHue — JOKYMEHTa  OT
pa3pyLIaKOLIErO IEHCTBUS BHEITHEN CPEIbL.

45.KOHTPAKT - noroBop 00 YCTaHOBJIEHUHM, HM3MEHEHMHM WU NPEKPALIECHUU
IIPAaBOOTHOILLICHUM.

46.KOHTPOJIBHBIN JIUCT - TamoH JUis MHIMBHIYaIbHOH PETHCTPALMH
JOKYMEHTOB, BKJIIOYAIOUINI pPE30JI0LHI0 U TEMY TUCHMA.

47.KOPPECIIOHJEHT - yupexaeHue WM OTACIBHOE JIUIO, C KOTOPHIM BEIETCS
HepenucKa.

48.JIMMUT - nHOKyMEHT, ONPENECHAIOMNN MPENEIbHbI pa3MepP ACCUTHOBAaHMI
JEHEKHBIX CPEJICTB, OTIYCKa MaTepUasoB U T.J. U3 TOCYAAPCTBEHHBIX (POH]IOB.

49 . JIMLIEBOM CYET - GyxranTepckuii JOKyMEHT, OTPaXKaIoLHii nepenady Kakoro-
AM00 KOHKPETHOTIO BHJa CpPEACTB (MaTepHalioB, WHCTPYMEHTOB, MPOAYKIIHH,
3IaHUN U T.J.) ONPEEICHHOW OpraHu3alMy WK JHUIY U COAEPKAIIUM JIEHEeKHbIe
pacyeThbl C HUM.

50.JIMYHOE AEJIO - nmeno, BKJIHOYArOIIEe JTOKYMEHTBI O KaKOM-TuOO Jivie (0 ero
ouorpaduu, oOpa3oBaHUU, TPYJIOBOM MM OOIIECTBEHHOM JACATEILHOCTH ).

51.MAILIMHOYUTAEMBINU TEKCT - JIOKYMEHT, MCIIOJIb30BAHUE KOTOPOTO TPeOyeT
NPUMEHEHHS CIEIUANbHO MPeAHa3HAYCHHBIX TEXHUUYECKUX CPEICTB

52.HAPA]l - nokyMmeHT, coaep aliuii CBEACHHUS O paclpeiesieHud padboT Mexay
paboyuMu CAENbIIMKAMH, YYEeT BBIPAOOTKHM U pacyeT NPUUUTAIONMICHCS WM
3apIuUIaThl.

53.HAPAJI-3AKA3 - nimaHoBoe 3a/laHuE PYKOBOJUTEIISI YUPEKICHUS TTOJUUHECHHOMY
OPEANPUATHIO WM PYKOBOJMTENS MOPEANPUITHS LEXy O  BBINOJIHEHUHU
OTIPEJICJICHHON PabOTHI.

54 HOMEHKIJIATYPA - nepeyeHb HauMEHOBaHUA.

55.HOMEHKIJIATYPA JEJI - cucreMaTU3UpOBAHHBIM IEpEYEHb WU CIHUCOK
HAaMMEHOBAaHUU €], 3aBOJIMMBIX B JEJIONPOU3BOACTBE YUPEIKICHHUS.

56. HOMEP BXO/JAIIEI'O IIMCBMA - peructpallMOHHBbI HOMEp JOKYMEHTA,
MIPOCTABJISAEMBINA aPECATOM.

57.HOMEP HCXOIALIETO HEJIA - peructpallMOHHBIA HOMEpP JOKYMEHTA,
POCTABIISIEMBIN OTIPABUTEIIEM.

58. HOPMATHUBHBIE JIOKYMEHTDBI - noKkyMeHThI, B KOTOPBIX YCTaHAaBIMBAIOTCS
KaKue-Im00 mpaBuiia, HOPMBI.

59.HOPMATUBBI - nokyMeHThl, coaepKallue I[0Ka3aTeau 3aTpaT BPEMEHH,
MaTepuajgbHbIX WM  JEHEKHBIX PECypcoB, T[OKa3aTeld H3TOTOBISEMOM
OPOAYKIUH, IPUXOAAIINECS Ha KaKyl0-T1M00 eIuHuLy (M3/1eue, Onepauuo U T.A.).

60.HOPMbI - ngokymeHT, coaepkamuii CBeICHHS 00 YCTAaHOBJICHHBIX BEITMYMHAX
gyero-nm6o (H. Berpabotku, H. Beimaun yero-mmbo).

61.ObbACHUTEJIbHAA 3AIIMCKA -1) HOKyMEHT, MNOSICHSIIOIIMI COJiepakKaHue
OTJICJIbHBIX TOJOKEHUH OCHOBHOTO JOKyMEHTa (IUJIaHa, OT4YeTa, MPOEKTa); 2)
coobOmieHre AoKHOCTHOro Jnuua. llosdcHsromee kakoe-nmuOo aeiicTBue, (axT,
IIPOUCIIECTBUE, MTPEACTABIAEMOE BBIIECTOAIIEMY JOKHOCTHOMY JIUILY.

62.OITNUCD - ropunuuecku 0hOpMIICHHBIN EpeYeHb JOKYMEHTOB.
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63.0PUI'MHAJI IOKYMEHTA - 1) nepBoHayanbHbIA 3K3EMIUISIP JOKyMEHTa; 2)
AK3EMIUISIP JOKYMEHTA, SIBISIOUIUICS UCXOIHBIM MaTEPHUAIIOM JJIs1 KOIUPOBAHUS
64.0OCOBbbIE OTMETKM - OTMETKM O CTENEHH CEKPETHOCTH W CPOYHOCTHU

UCIIOJIHEHUS TOKYMEHTOB.

65.0TYET - nokyMmeHT, cofepKalluidi CBEJIEHUs O MOJArOTOBKE U MPOBEICHUH padoT,
00 UTOTax BBINOJHEHUS IUIAHOB, 3aIaHU, KOMaHJIUPOBOK U APYIHMX MEPONPUATHH,
IPE/ICTABIISIEMbIN BBIIIECTOSALIEMY YUPEKICHUIO KaK JOJKHOCTHOMY JIMILY.

66.ODEPTA- cMm. [Ipennoxenue.

67.00NULHNAJIbHBIE JTOKYMEHTDBI -10KyMeHTBI, COCTaBIEHHBIE YUYPEKICHUEM
WIH JTIOJKHOCTHBIM JIMIIOM M O(DOpPMIIEHHBIE B YCTAHOBIIEHHOM TMOPSJIKE.

68.IIMCBMO - 00001eHHOe HAaWMMEHOBAaHUE PA3UYHBIX [0  COAEPKAHUIO
JIOKYMEHTOB, CIIY>KaIllUX CPEJACTBOM OOLICHHS MEXAY YUYPEXKACHUSIMHU, YACTHBIMU
JTULAMH.

69.IIOBECTKA - odunuanbHoe cooOIIeHHe YaCTHOMY JIUIY C TIPEAJIOKEHUEM Ky/ia-
A100 MPUNTH UK YUPEXKICHUIO - BBICIATh CBOETO MPEICTABUTEIIS.

70.IIOJJIMHHUK TOKYMEHTA - 1) nokyMeHT 0QUIIHaIBLHOTO MPOUCXOXKACHUS B
OKOHYATEJIbHON peNakiMM, YAOCTOBEPEHHBIM COOTBETCTBYIOIIMM o00pa3zom; 2)
PYKOMHCH

71.IIOAITNCh HA JOKYMEHTE - noanuch AOJKHOCTHOTO JHMIIA WM aBTOpa
JOKYMEHTa, YAOCTOBEPSIONIAs €ro MNOMJIMHHOCTh WM 3aBEpsIonias KOMUIO
JOKYMEHTA.

72.IIOJIOXKXEHUE - 1) mpaBoBOW akT, YCTaHaBIMBAIOUIMA OCHOBHBIC ITpaBuia
OpraHv3alMl W JEATEIbHOCTH TOCYIJApCTBEHHBIX OPraHOB, CTPYKTYPHBIX
MOJPA3ACIICHU OpraHa, a TaKK€ HWKECTOSIIUX YUYPEKICHUW, OPraHu3aluvi H
OpEeANpUsATUN; 2) CBOJ TMpaBWjl, PETYJIUPYIOUIUX ONPEIEICHHYI0 OTpacib
TrOCYJapCTBEHHOTO YIIPABIICHUS, TIOJUTUUECKOM, OOIIIECTBEHHON, KYJIbTYPHOU HWIIH
XO3MCTBEHHOM KU3HH.

73.1TPEJJJIOXKEHUE - nucbMeHHOE 3asiBJI€HHE OT MMEHHM MNPEANpPUSTHS,
aJpeCOBaHHOE APYroMy HPEANPUITHIO, O TOTOBHOCTH 3aKIIOYUTH C HUM JIOTOBOP
Ha onpenesieHHbIX ycnoBusix; OOEPTA.

74 TIPEAIMETHBII KATAJIOT' - Kkaramor JOKYMEHTAIbHBIX MaTEepHAJOB,
colepKaluii cBeaeHus O mnpeamerax ((akrax, COOBITHSAX, TeorpapuyecKux
HAMMEHOBAHUSAX) W  JHIAX, KOTOpble  YINOMHUHAIOTCA B  JOKYMEHTaXx,
PaCIOJIOKEHHBIX B alI(PaBUTHOM TOPSJIKE.

75.TIPEAJMETHBII ~ VKA3ATEJIb - yka3aTeldb  OCHOBHBIX  IIPEIMETHBIX
(TeMaTruecknx) 0003HaYEHUH, PACTIONOKEHHBIX B all()aBUTHOM TTOPSIIKE.

76 IIPEJCTABJIEHUE - nokyMeHT, coiepxkaliuil NpeasioKEHHWEe O Ha3HAUYCHUH,
MEPEMEIICHUN WJIM TOOUIPEHHH JIMYHOIO COCTaBa, a TAaKKE€ PEKOMEHJIALNIO
ONPEAECIEHHBIX JCUCTBUM W MEPOINPHUITUNA IO BOINPOCAM  JIESITEIBHOCTH
YUPEXKICHHUSL.

77.TIPEUCKYPAHT - nepeueHb BHAOB PaboT, YCIyT, IPOAYKIINH, TOBAPOB M T.J. C
YKa3aHHUEM II€H U PaClICHOK.
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78 IIPETEH3MOHHOE IIMCbMO - nuceMo, OTIIpaBI€HHOE BUHOBHOW CTOPOHOH B
Cllyyae HEBBINIOJHEHUS €H0 3aKIIOUYCHHBIX paHee JOrOBOPOB M PA3HOrO BHJIA
00513aTEIBbCTB.

79.1IPUKA3 - 1) mnpaBoBOM akT, W3JaBaeMbli pPYKOBOAMTENIEM OpraHa
rOCy/IapCTBEHHOT'O  yIOpaBieHHs  (€ro  CTPYKTYpHOTO  MOJpa3JesieHHus),
NEUCTBYIOIIMI HA OCHOBE €IMHOHAYaNMWs, B LENAX pa3pelICHUsT OCHOBHBIX M
ONEPATUBHBIX 33/1a4, CTOAIIMX IEpel NaHHBIM OpraHoM. B OTHENBbHBIX ciydasx
MOKET KacaTbCsA IIMPOKOT0 Kpyra OpraHu3alvid U JTOKHOCTHBIX JIMIl HE3aBUCHMO
OT MOJYMHEHHOCTH; 2) JOKYMEHT, BbIJIaBa€Mblii OpraHaMH TOCYIapCTBEHHOI'O U
BEJJOMCTBEHHOT'0 apOUTpaka Ha 00s13aTeIbHOE UCTIOTHEHUE €r0 PEeIICHUS.

80.ITPOTPAMMA - 10KyMEHT, u3Jaralouiuii OCHOBHBIE HAaNpaBieHUs pPadOThI
YUPEKICHUS WIW  NOPEANpUSITHS HA  ONPENCIEHHBIM IMEPUOJ  BPEMEHHU
(mpousBoacTBeHHas Il.) wiM 3Tanbl U CPOKH OCYIIECTBICHHSI KPYMHBIX PaloOT,
VICIIBITAHUH.

81.ITPOEKT JOKYMEHTA - nmnpeaBapuTelbHbId — BapHaHT  JIOKYMEHTAa,
peHa3HAYCHHBIN JIJI1 PACCMOTPEHUSI.
82.ITPOTOKOJI - p#oKyMeHT, CcOJepKalllMi MOCJIEeA0BaTEIbHYIO 3aluCh X0/

O6cy)I(JI€HI/ISI BOIIPOCOB W TIPUHATHA pGIHGHI/Iﬁ Ha C06paHI/I$IX, COBCIIAHUAX,
KOH(i)epeHIII/IHX N 3aCCHAHUAX KOJIJICTUAJIbHBIX OPTdaHOB.

83.PACIIOPAAUTEJIbHBIE JOKYMEHTBI -  1gokymMeHTBl, B  KOTOPBIX
buKcupyeTcs pelieHre aIMUHACTPATUBHBIX U OPTraHU3aIlMOHHBIX BOIIPOCOB.
84.PACIITMCAHHME - oOBsiBIeHHME O BPEMEHHM, MECTE€ U IOCJIEAOBATEIHLHOCTH

COBEpIIEHUs Yero-1uoo.

85.PACIIOPAXKEHUE - npaBoBOil aKT, U3JaBa€Mblii €AMHOJIMYHO PYKOBOIUTEIIEM,
IJIaBHBIM 00pa3oM KOJUIETHAIBHOTO OpraHa TOCYAapCTBEHHOTO YIPABICHHS, B
LEJSAX pa3pelieHus] ONEePaTUBHBIX BONpocoB. Kak mpaBuiio, UMeeT OorpaHUYECHHBIN
CPOK AEHCTBHUS U KacaeTcsl y3Koro Kpyra J{omKHOCTHBIX JIUI] ¥ TPaXKJIaH.

86.PEFHCTPAL{HOHHI>H>1 IITAMII - mramm, coAepkalluid  Ha3BaHUE
YUPEKIEHUs, ATy PErucTpauuu, pPEruCTPallMOHHBIM WHIEKC, HOMEp Jena, B
KOTOpOoe OyAeT MOMEIIeH JOKYMEHT.

87.PETUCTPAIHMOHHASA KAPTOYKA - kaproyka, mnpeaHa3HaAy€HHAs IS
pErucTpanuu JOKYMEHTOB B JIEJIONPOU3BOJICTBE YUPEKICHUS.

88.PETUCTPAIIMOHHLIMT HOMEP JIOKYMEHTA - mOpAIKOBBI HOMep,
PUCBAUBAEMbIN BXOJSIIEMY WU HUCXOAIIEMY TOKYMEHTY MPU €r0 PErucTpalui,
SBJISIIOLLUAKCS YaCThIO JIETONPOU3BOACTBEHHOIO MHAEKCA WIIM 3aMEHSIOIIUN €ro.

89.PETUCTPALIMA NOKYMEHTOB - 3amuce B ydeTHbx (opmax (KypHalIax,
KapTOYKaxX U T.I.) KPATKUX CBEJACHUN O IOKYMEHTE U MPOCTABIICHHE HA JOKYMEHTE
JEJIOMPOU3BOICTBEHHOTO UHIEKCA U JIaThl PETUCTPALIMH.

90.PEECTP - nepeueHnb (CIUCOK) 4ero-n1u00, MPUMEHSIEMbI B OyXTaJITepPCKOM y4yeTe
U JIEJ0NPOU3BOICTBE (Hanmpumep, P. onuceit).

91.PE3OJIYOLIUA - pernieHue, NMPUHITOE COBEIIAHHEM, ChE3A0M, KOH(epeHIuen u
T.II. IO 00CYXAa€MOMY BOTIPOCY.

92.PE30OJIIOLINA HA JAOKYMEHTE - nuceMeHHOE yKa3aHUE PYKOBOIUTENS
HCIIOJTHUTENIO O XapaKTepe U CPOKaX UCIOJIHEHUS JOKYMEHTA.
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93.PEKBU3UTHI - 06s13aTenibHbIE 3JIEMEHTHI CIIy>KEOHOTO JOKyMEHTA.

94 PEKBU3UT HOKYMEHTA - o0s13aTenbHblil HHYOPMAMOHHBIN 3JIEMEHT (aBTOp,
JaTa ¥ T.I1.), IPUCYIIHA TOMY WJIM HHOMY BUAY NMCbMEHHOI'O JOKYMEHTA.

95.PEKIIAMAIIMOHHOE IIMCBMO - 3asaBinenue o0 OOHapy>K€HHHM HEIOCTayH,
ne(eKTOB B MOTYYEHHON NPOAYKIIMU WIH B BBIIIOJTHEHHOU padoTe.

96.PE®EPAT - kparkoe NMCbMEHHOE U3JIOKEHNUE IEPBOUCTOYHUKA.

97.PEHIEHUE -1) npaBoBoii akT: mpuHUMaeMblil ucnonkomMamMu COBETOB Ha POAHBIX
JENyTaTOB B KOJUIETHAIBHOM MOPSAJKE B LIENSAX pa3pelleHHus HamboJee Ba)KHBIX
BOIPOCOB HX KOMIIETEHUUHU. PelIeHusIMH MMEHYIOTCS TaKK€ COBMECTHBIE AKTHI,
U3/1aBa€Mble HECKOJIbKUMHU HEOJHOPOJHBIMU OpraHaMu - KOJUJIETUAJIbHBIMU H
JNEUCTBYIOIIMMU Ha OCHOBE €JIMHOHAYyalHs, TOCYJapCTBEHHBIMU OpraHaMu H
OOIIECTBEHHBIMU OPraHU3alUsIMU U T.J.; 2) TOKYMEHT, COJAEPKAIIUN 3aKII0UCHHE
cyla WM apOuTpa)ka Mo pe3yjbTaTaM pa3zbdopa Ipa’kKJaHCKOIo Jejia B CyjAe WU
CIIOPHOTO BOIpOca B apouTpaxe; 3) pe3ostonusi coOpaHus, COBEIIaHUS U T.]I.

98.CBOBOIHOE TIPEMJIOXKEHUE - mnpemnoxenue 0e3 obs3arenbcTtB. Ecnm
3aKa3yuK MPUMET YCIOBUS TAKOT'O MPEUIOKEHUS, CACIKA CUUTACTCS 3aKIIOYCHHOM.

99.CAATOYHAA OIIMCbh (pa3r.) - onuch JOKYMEHTaJIbHBIX MaTepUajoB,
COCTAaBIICHHAS YUPEKICHUEM IIPU Mepeade el B apXuB.

100.CUCTEMA JOKYMEHTHUPOBAHUA - npuHATHII B YUYpEXKACHUU MOPAIOK
co3aaHusi, opopMIICHHUS U UCTIOTHEHUS JOKYMEHTOB.

101.CJIY)KEBHASA 3AIIMCKA - 3amncka O BBINIOJHEHUU KaKOW-JIMOO padoThI,
HarpasisieMasi JOJKHOCTHBIM JIMIOM APYTroMY JTO>KHOCTHOMY JIMILY.

102.COCTAB YJIOCTOBEPEHUS - noanuck u nevathb.

103.CIIEHU®UKAIINSA - nokyMeHT, coaepKaliuil mopoOHOe epeUrCICHUE Y3II0B
U JIeTajell Kakoro-mubo W3enus, KOHCTPYKIIUU, YCTAHOBKU M T.I., BXOZSIIUX B
COCTaB COOPOYHOTO MJIM MOHTaXXHOTO YEPTEXKA.

104.CITUCOK - nepeyucieHue JUIl WIA NPEIMETOB B OIPEICICHHOM IOPSIKE,
COCTaBIICHHOE B IEJISIX UH(DOPMAIIUU WU PETUCTPALIHH.

105.CITPABKA - 1) nokymeHT, coAepKalidii ONrMCcaHue U MOATBEPKICHUE T€X WU
UHBIX (akToB W  COOBITHMH; 2) JAOKYMEHT, TOATBEPKIAONIUN  (haKThI
OnorpaguUIecKoro win CIy>Ke0HOro Xapakrepa

106.CTIPABOYHO-UH®OPMAITMOHHLI I OOH/ - COBOKYITHOCTb
CUCTEMATU3UPOBAHHBIX MPOU3BEACHUIN MEeYaTh W HEOMyOJIMKOBAHHOW HAYYHOU U
TEXHUYECKOW  JOKYMEHTAllMM, HCIHOJIB3YIOIIMXCA B  ILEIAX  OTPaciieBOro
UH(GOPMAIIMOHHOTO 00CITYy>)KHBaHUS.

107.CTAHAAPT - HOpMAaTUBHO-TEXHUYECKUN JOKYMEHT, YyCTaHaBIMBAIOLIUM
TpeOOBaHMUS K TPYMNaM OJHOPOJHOM MPOAYKIMH U B HEOOXOAUMBIX CIy4asx
TpeOOBaHMS K KOHKPETHOM MpOAYKLIMH, TMpaBHia, OOECHEUNBAIOIIUE e
pa3paboTKy, NPOM3BOACTBO M NPHUMEHEHHE, a Takke TpeOOBaHUH K WHBIM
o0BeKTaM CTaHJapTU3ALUH, yCTaHABJIMBACMBbIE I'occranmaprom P®.
Cranpaptuzanus  JIOKYMEHTOB, TNPHUMEHSEMBIX B  OpPraHU3allMOHHOM U
SKOHOMHMYECKOM  YNPAaBICHWH, MPOBOJUTCS HAa  OCHOBE  CHELUAIBbHBIX
nocraHoBieHuil [IpaBurenscrBa PO.
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108.CTEHOI'PAMMA - nocnoBHas 3an1MCh TOKJIAJIOB, pEYEN U IPYTUX BBICTYIIJICHUN
Ha CcoOpaHUsX, COBELIAHUAX M  3aCEJAaHMSIX KOJUIETHAIbHBIX OpIraHoOB,
OCYIIECTBJIICHHAs] METOJIOM CTEHOIpa(uH.

109.CYHET - nokyMeHT, B KOTOPOM YKa3zaHa MPUYUTAIONIASACS 32 YTO-JIMOO JeHEKHas
cyMmma.

110.TABEJIb - nepedenb kakux-nu00 mokazaresei, COCTaBJICHHBIA B OMPEIEIEHHOM
nopsake (Harpumep, T. oryeTHOCTH, T. yCIIeBaeMOCTH).

111.TABJIMIIA - noxkyMeHT, cojaep Kalluii TEKCTOBbIe WM LHU(PPOBBIC CBEACHUS,
pa3MelleHHbIe 1o rpadam.

112.TABYJISITPAMMA - Tabnuna, CcOCTaBlieHHass TaOyJaTOpoM Ha OCHOBE
aBTOMAaTUYECKOTO BOCIPUATHS TaHHBIX ¢ NepdoKapT, nepdoiaeHT u T.1.

113.TAJIOH OBPATHOM CBSI3U - 10KyMEHT, YBEIOMJIAIONIMIA O TIONYYEHHH Yero-
a16o (MHpOopMalMK, MaTepUaIbHBIX IIEHHOCTEH, TOKYMEHTOB).

114. TBEPIOE TTPEJJIOXKEHUE - npennoxkenue, opopmiisieMoe JIUIIb T OJTHOTO
BO3MOXKHOT'O 3aKa3zuuka (MOKyHaTess) ¢ yKa3aHHeM CpOKa, B T€UEHHUE KOTOPOro
MOCTABILUK CBS3aH 3TUM MPEIIOKECHUEM.

115.TEBAYPYC - cnoBapp-ClIpaBOYHUK, B KOTOPOM [MEPEUYUCISIOTCS  HEC
JIEKCUYECKUE €TUHUIIBI HH(POPMAIIMOHHO-TTOMCKOBOTO SI3bIKa (JIECKPUIITOPHI) C UX
CBS3SIMH, a TaKKe CHHOHUMHUYECKHE JIECKPHUITOPHl M KIIOYEBBIE CJIOM U
CJIOBOCOYETAHHUS €ECTECTBEHHOTO SI3bIKA.

116. TE3UCHI - kpaTkoe U3JI0)KEHUE TEKCTa TOKYMEHTA WU BBICTYILICHUS.

117. TEJIETPAMMA - 0000meHHOe Ha3BaHHUE PA3JIUYHBIX 110 COAEPKAHUIO
JIOKYMEHTOB, MepeJaHHbIX 10 Tenerpady.

118. TEJIEKC - Tenerpamma, nocjiaHHas 1Mo TeJeTauIy.

119. TEJIETAMII - TenerpadHblii ammapaT ¢ KIaBHATYPOIl THIIA IUMIYIIEH MAIIHHKL.

120.TEKCTOBOM JIOKYMEHT - [OKYMEHT, COIEpXKaHHE KOTOPOTO H3JI0KEHO
MOCPEICTBOM JIFOOOT0 BHJIa MHChMA.

121. TEXHUYECKAA NJOKYMEHTALIUSA - o6oOmaromiee Ha3BaHUE JOKYMEHTOB.
OTPaXKAIOIIUX PE3YIbTAT CTPOUTEIBHOTO M TEXHOJIOIMYECKOrO0 MPOECKTUPOBAHUS,
KOHCTPYHUPOBAaHUS, MH)KCHEPHBIX M3BICKAHWM W JAPYTUX padOT MO CTPOUTEIHCTBY
3IaHUN U COOPYKEHHUW U M3TOTOBIICHUIO U3IEUH POMBIIIJIEHHOTO POU3BOCTBA.

122. TEXHOJIOTUHECKAA JOKYMEHTAILIUSA - o6o6maromee Ha3BaHHE
JOKYMEHTOB  (depTexed, crneuudukanuid, KapT. UWHCTPYKIUHA U  T.1.),
NpeJHa3HAYCHHBIX I OIMUCAHUS U OPOPMIICHHUS TEXHOJIOTUYECKUX MPOIIECCOB.

123. TUITIOBBIE JOKYMEHTHI (tekctbi-aHanoru) - 1) TOKyMEHTBI, OTpakarollue
OJTHOPOJHBIE BOINPOCHI M COCTaBISEMbIE 110 OJUHAKOBBIM oOpasmam; 2)
HOPMAaTUBHbIE M PACHOPSAUTEIbHBIE JOKYMEHTBI, OIpPEACISIONINe MOPSII0K
paboter yupexaenuii (T. ycraB, T. cTtpykrypa) mnu otaenbHbix ce ctopoH (T.
JOTOBOpP) MW  ABJIAIOLIMECS 00pa3namMu JUIsl  COCTaBIICHUS  YUPEKIACHUSIMHU
OJTHOMMEHHBIX JOKYMEHTOB C YUY€TOM CIEHU(UKH UX EATETbHOCTH.

124. TPA®APETHBIN JJOKYMEHT - nokymMeHT, UMEIOIIUI 3apaHee OTIeYaTaHHBIN
CTaHJAPTHBIM TEKCT (4aCTh TEKCTA) H AOIMOIHSIOLIEE €0 KOHKPETHOE COEpIKaHUE.

125.YKA3AHUE - 1) npaBoBOii akT, HW3[aBaeMblii OpPraHOM TOCYAapCTBEHHOTO
YIOPABJICHHUS NPEUMYLIECTBEHHO O BONPOCaM HH(POPMALUOHHO-METOAUYECKOTO
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XapakTepa, a TaKKe IO BONPOCAM, CBA3AHHBIM C OPraHU3ALMEN HCIIOIHEHUS
MPUKA30B, HHCTPYKUUN U APYTUX aKTOB JAHHOT'O OpraHa U BBIIIECTOALIUX OPraHOB
yhnpaBieHus; 2) JOKYMEHT, cojepXaliuid TpeOoBaHUA U  HEOOXOAUMBIE
Pa3bICHEHHUS MO OTAEIBHBIM BOIIPOCAM IIPOEKTUPOBAHUS U CTPOUTEIBCTBA.

126.YKA3ATEJIb - cucTeMaTU3MpOBAHHOE NEPEUYNUCICHHE HAMMEHOBAHUM, WMEH,
PEIMETOB CO CIPABOYHBIMU IAHHBIMU O HHX.

127.OAKCUMUIJIE - 1) Bocmpou3BeleHHE TEXHUYECKUMHU CpPEICTBAMU TOYHOTO
U300paKEeHUsl MOANMCH, TEKCTa, CAEJIAHHOTO OT pPYKH, KOMUSA JOKYMEHTOB,
nojiydaemblx 1o (akcy; 2) kiumie, medarka, I03BOJSIONAs MHOTOKPaTHO
BOCIPOU3BOJIUTH COOCTBEHHOPYUHYIO MOIHUCH Ha JAEJIOBOM JOKYMEHTE.

128. OPU3NYECKOE JIMLO - rpaxaaHuH, SBISAIOLMNACA YYaCTHUKOM TI'PakKIaHCKHUX
IPABOOTHOILIEHUN (HOCUTENIEM IPAKJIAHCKUX MIPaB U 00A3aHHOCTEN).

129.00PMVIIAP JOKYMEHTA -  COBOKYNHOCTh  pAaclOJIO)KEHHBIX B
YCTaHOBJIEHHOM MOCIIEIOBATENBHOCTH PEKBU3UTOB JJOKYMEHTa (aBTOp, aApec, AaTa,
3aroJIOBOK, COJIEpaHue U T.I1.).

130.qUPKVYJIAAPHOE TIMCBMO - nucsMo0, HamnpaBlIEeHHOE M3 OJHOTO MCTOYHUKA B
HECKOJIBKO aIpECOB.

131.9KCITEANIIS - ciennanbHblid anmapat yupekIeHus 0 IPUEMY TOKYMEHTOB.

132. OPUINYECKOE JIMILO - yupexaeHue, NPEeaNpUsATAE WIA OpraHu3anus,
BBICTYIIAIOIIAE B KA4€CTBE CAMOCTOATEIBHOIO HOCUTENS TPAaXKJAHCKHUX IIpaB U
00513aHHOCTEH.

133.43bIKOBAA ®OPMVIJIA (JJOKYMEHTA) - cioBo, CJIOBOCOYETAHUE,
IOpeUIOKEHUE WU CBEpX(pa3oBoe €AMHCTBO, OPraHM3YIOIEe OCHOBHOM TEKCT
(IOKyMEHTa) M 3aKpEIUICHHOE 33 KOHKPETHBIM BHJIOM JIOKyMEHTA. SI3BIKOBOU
dbopmysol rapaHTUHHOT'O TTUChMa CIYKUT KOHCTpYKIHs: "Oriata rapaHTUPYETCS.
Ham pacuersiii cuer Ne... B ... OT/AC/ICHHMH... OaHKaX; CONPOBOJAUTEIHHOTO -
"Hanpagssro...", "Beicbuiato..." U .1
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