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1 Heau ocBOCHNS AUCHUNIMHBI (MOAYJIs)

IenssmMu ocBoeHUst AUCIUIUIMHBI (Moayisi) «KoHuaeHIHaIbHOE ACIONPOU3BOACTBOY
SBIISIIOTCS.: U3YYCHHE HOPM JEHCTBYIOIMIErO 3aKOHOMATENBCTBA B 00JIaCTH OOpaOOTKH JOKY-
MEHTOB, COJICpXAaIMX CBEACHHUS KOH(DHICHIIMAIBLHOTO XapakTepa, MPAaKTUKH NMPUMEHEHUS
9THX HOPM JIJISl UX TIOCTEAYIONIETO KBATM(UIIMPOBAHHOTO MPUMEHEHHS B IPAKTUICCKON [T sI-
TENLHOCTH.

2 MecTo TUCHUILTHHBI (MOYJIsl) B CTPYKTYpe 00pa30BaTeIbHON NMPOrpaMMbl
MOJAroTOBKH 0akaJjiaBpa (Marucrpa, creuuasamcra)

Hucunmmna «KoHpuneHMaapHoe IeT0NPOU3BOACTBO» BXOIUT B 0a30BYI0 4YacTh
obOpasoBarenbHON TporpamMmbl 1o HarpasieHuto 46.03.02 JlokyMeHTOBeIeHHEe U apXUBOBE-
nenue (mpoduis «JloKyMEeHTOBEICHNE U IOKYMEHTAIIHOHHOE 00ECIICUCHHE YIIPABICHUS»).

JUi u3ydeHus: QUCUUIUIMHBI HEOOXO UMbl 3HaHUs (YMEHMs, BIaJieHus), CHOPMHUPOBaH-
HbIC B pe3yJbTaTe W3ydeHHs AUCUUIUIMH. BBenenune B mpodeccuro, J[okymeHTalmoHHOE
o0ecrieyeHne aAMUHUCTPATUBHBIX OTHOIIEHUH B PD, /lokymMeHTanmoHHOe o0ecrieyeHue ap-
XUBHOTO Jiea 1 nHpopmMannoHHoi cdepsl B PO, JlokymMeHTanMOHHOE 0OecieueHne rocyaap-
CTBEHHOTr0 ycTpoiicTBa B P®, JlokyMeHTallMOHHOE 00ecledeHne rpaXk/JaHCKUX OTHOIIEHUH B
P®, JloxymeHnTanuronHoe obecrieyeHre TPyIOBBIX oTHouleHuid B P®D, MonenupoBanue cu-
CTeM JIOKyMEHTaluu opranuzauuu, OpraHuzanust ¥ TEXHOJIOTUS JOKYMEHTAllMOHHOIO obec-
neueHus ympasieHus, OCHOBbI apxuBoBeaeHUs, OCHOBBI CEKPETAPCKOTO OOCITY)KUBAHHUS,
[TpoexTHas AEATENBHOCTS.

3HaHus (YyMEHUS, BIAJEHUA), IOTYYECHHbIE P U3YUYEHUU JAHHON TUCHUIUIMHBI OyIyT
HEOOXOUMBI Ul U3Y4YEeHUsl JUCLUUIUIMH: JIoKyMeHTaluoHHOe obecrieueHue yIpaBjiIeHUs Ha
NPEINPUATHIX PAa3IMYHBIX OPTaHU3alMOHHO-TIPABOBBIX (hopM, JleTompon3BOACTBO KOMMEP-
YEeCKUX MpeanpusaThii, MexIyHapoaHble CTaHIapThl YIpaBJieHUs JoKyMeHTamu, OpraHusa-
st paboThI ¢ oOpameHus MU rpaxaad, [Ipon3BoCTBEHHAS - TPAKTHKA MO TIOJIYYEHHUIO TIPO-
(eccnoHaIBHBIX YMEHUH M ONbITa MPO(hecCHOHANBHON AesTenbHoCcTH, [Ipon3BoacTBeHHAs —
NpeIMTUIOMHAS TPAKTHKA, | '0Cy1apcTBEeHHAs HTOTOBAsI aTTECTAIIHS.

[Ipyu ocBoeHMM AAHHOW AMCUUIUIMHBI HEOOXOIUMBI 3HAHMS, YMEHHS U HaBBIKM B
oopMICHHMH W COCTaBJICHWH JOKYMEHTOB; 3HAHHWE 3aKOHOJATEIbHBIX W HOPMATHUBHO-
METOAMYECKHX JIOKYMEHTOB B cepe nHpopMalMu U JOKYMEHTHUPOBAHUS; 3HAHUE MPABOBBIX
HOPM, TIPEyCMaTPUBAIOIINX OTBETCTBEHHOCTD 32 ONPEIETICHHBIN BUJI JICSTHHIA.

3 Komnerenuuun ody4aromerocsi, popMmupyemMbie B pe3yJibTaTe 0CBOCHUS
AUCHUILINHBI (MOYJIs) M IVIAHMPYeMble pe3yJbTaThbl 00y4eHust

B pesynbrare ocBoeHus nuctuiuinHbl (Moayns) «KoHduneHmanbHoe AeTOmMpOn3BOI-
CTBO» 00YyYaOIIMICS TOHKEH 001a1aTh CASAYIOIIMMH KOMITETEHITUSIMHU:

CrpyKTypHBII
JIEMEHT [Inanupyemble pe3yabTaThl 00yueHUs
KOMIIETEHIINH

OIIK-1 cnoco0HOCTHIO HCTIOJIB30BATH TEOPETHYECKUE 3HAHUSI U METO/IbI UCCJIeI0BAHUSA
HA MPAKTHKeE

3HaTb OCHOBHBIC OIPECACIICHUSA W MOHATHA, OCHOBHBLIC MCTOJbI HCCHCHOBaHHﬁ,
OmmpeACICHHUA MPOLUECCOB HUCIOJB30BaAHUA TCOPETHUYCCKUX 3HAHWN U Me-
TOAOB UCCIICAOBAHW HAa IPAKTHUKE

YMeThb pacrnio3HaBath 3G GEeKTHBHOE pelieHrne 0T HedP(HEeKTUBHOTO,

MNPUMCHATH TCOPCTHYCCKUC 3HAHUA U MCTOJAbI MCCICIOBAHWA 3HAHHUA B
npoeCCHOHATLHOMN JICATEIIEHOCTH; UCIIOIb30BaTh UX HAa MEXKIUCIIHILIHU-
HAapHOM ypOBHE;




CTpyKTypHBI

JJIEMEHT [Tnanupyemble pe3yabTaTbl 00y4eHUs
KOMIIETCHIIMH
KOPPEKTHO BBIPaKaTh M apryMEHTHPOBAHHO OOOCHOBHIBATH TEOpPETHYE-
CKH€ 3HAaHUS U METOJbl NCCIICJOBAHMSI HA TPAKTUKE
Bnagers NPaKTUYECKHUMHU HaBBIKaMH, CII0COOaMU OLEHUBAHUS 3HAYUMOCTH U

HpaKTquCKOﬁ IMPUT'OJHOCTH HUCIIOJIB30BAHUA TCOPETUICCKUX 3HAHHUH U
MCTOHOB UCCIICAOBAHUA HA ITPAKTHUKE; OCHOBHBIMH MCTOAAMHU PCUICHUA
3aJa4 B 0071aCTH UCIIOJIH30BATh TEOPECTUUCCKHUEC 3HAHUA U METO/AbL
HCCJIICAOBAaHNUA HA IMPAKTUKCE,

IIK-5 BJiaageHueM TeHAEHUUSAMH Pa3BUTUS HHPOPMANUOHHO-TOKYMEHTAIMOHHOTO
o0ecrneyeHus1 YNpaBJeHUs U APXUBHOIO JeJia

3HaTh

oOmienpogeccuoHalbHble TEOPETUYECKHE M METOAMUYECKUE OCHOBBI pa3-
BUTHSI WHPOPMALMOHHO-TOKYMEHTAIMOHHOTO O0ECTICYCHHUsI YIIPABICHHS
Y apXHUBHOIO Jela

YmeTh

IIPUMCHATDb Ha IMPAKTHUKEC O6H.[CHpO(1)€CCI/IOHaJ'ILHLIe TCOPCTUYCCKUC U MC-
TOAUYCCKUC OCHOBLI pPa3BUTHUA HHq)OpMaHHOHHO-I[OKyMeHTaHI/IOHHOFO
obecneyeHus YIIPaBJICHHUA U apXHUBHOT'O ACJId

Brnaners

crocob6aMy OLIEHMBaHUS 3HAUMMOCTH M IPAKTHUYECKOM MPUTOIHOCTH pa3-
BUTHUSI MHPOPMALIMOHHO-TOKYMEHTALIMOHHOTO 00ECIIeYeHUsl YIIPaBICHUS
Y apXUBHOTO Jieja

IIK-12 cnoco0HOCTHIO BBISIBJIATH U OTOMPATH JOKYMEHTHI VISl Pa3HbIX THIIOB U BH/I0B

nyoJauKanui

3HaTh MpaBUJia 1 METOJIUKY BBISIBICHUS U OTOOpA JOKYMEHTOB JJISl pa3HBIX TH-
OB ¥ BUJIOB ITyOJIMKAaIUit

YMmerb MPUMEHSITh BBIOpAHHBIE TOKYMEHTHI JIJISl pa3HBIX TUIIOB M BUAOB MyOIH-
Karuii B MpodecCUOHATBHON NIeATeTbHOCTH; MCIOJIb30BaTh UX HA MEX-
JUCUUTIIIMHAPHOM YPOBHE

Bnaners MPaKTUYECKUMHU HABBIKAMHU BBISBIIEHUS W O0TOOpa JOKYMEHTOB JIJIsl pas-

HBIX THUIIOB U BUAOB Hy6JIHKaLIHﬁ M HaBbIKaMM HUX HCIIOJIb30BaHMUA

ITK-17 BiageHuem MeroaamMu 3aliuThl HHGOPMALUHT

3HaTh obmenpogecCuoHaIbHBIE TEOPETUUECKHE U METOANYECKUE OCHOBBI MH-
(dbopManoHHOI 0€30MacCHOCTH M 3alMThl HH(OpMaIUU

YMers pacrno3HaBaTh 3()pPEeKTUBHOE NpUMEHEHHE B NPO(EeCCHOHATBHOU Jes-
TEJIbHOCTH METO/I0B 3aIIUThl HHPOPMALIUU OT HEIP(PEKTUBHOTO

Brnanets NPaKTUYECKIMH HaBBIKAMH 3allUTHl MHPOPMAIMU ¥ HaBBIKAMH HX HC-

ITIOJIb30BaHU A

IMK-20 ¢cnoco0HOCTHI0O HCIOIB30BATH MPABHJIA OPTaHU3ANMHU BCEX 3TAMOB PadoThI C J10-
KYMEHTAMH, B TOM YHCJie APXUBHBIMH IOKYMEHTAMU

3HaTh

oOuienpodeccuoHaIbHble TEOPETUUECKHE U METOIMYECKUE OCHOBBI Opra-
HU3ALMW BCEX ATANOB PabOTHI C JOKYMEHTAMH, B TOM YHUCIIEC apXUBHBIMU
JTIOKYMEHTaMHU

YmMmern

paciio3HaBaThb B(I)(beKTI/IBHOC MNPUMCHCHUC B HpO(l)eCCHOHaHBHOﬁ ACA-
TCJIIBHOCTH IIpaBuJia OpraHrU3allu BCEX 3TAIIOB pa6OTLI C JOKYMCHTaMHU, B
TOM YUCJIC ApXHUBHBIMU NOKYMCHTAMH OT HCB(b(I)eKTI/IBHOFO

Bnanetn

MPAKTUYECKUMH HAaBBIKAMHM HCIOJIb30BAHUS HA MEXKIUCIUIIIIMHAPHOM
YpOBHE TIPABUJI OPTaHU3AIMH BCEX ITAMOB PAOOTHI C JOKYMEHTAMHU, B TOM
YHUCJIC APXUBHBIMU JOKYMEHTAMU

IIK-26 BiageHneM HaBbIKAMHU 00Pa0OTKH JOKYMEHTOB HA BCeX ITamnax JOKYMEeHT0000-
POTa, CHCTEMATH3AIMU, COCTABJIECHUSI HOMEHKJIATYPHI JeJ1

3HaTh

\ OCOOCHHOCTH, TPaBWJIa W MPUHIMIB 00pAaOOTKH JOKYMEHTOB Ha BCEX




CTpyKTypHBI

JJIEMEHT [Tnanupyemble pe3yabTaTbl 00y4eHUs
KOMIIETCHIIMH

JTanax JOKYMEHTOO0OpOTa, CHUCTEMAaTH3allH, COCTABJICHHS HOMEHKJIA-
TYypBI J1en

YmeTh 00pabaTbIBaTh TOKYMEHTHI HA BCEX ATANax JOKyMEHT0000poTa, cucTeMa-
TU3UPOBAaTh UX, COCTABJIATh HOMEHKJIATYpPBI JI€J; UCIIOJIB30BATH JAHHBIC
3HAHUS HAa MEXIUCIUIUIMHAPHOM YPOBHE

Brnaners BO3MOYKHOCTBO MEXIUCLUIIMHAPHOIO NPUMEHEHHsI HaBBIKOB 00paboT-

KM JOKYMEHTOB Ha BCEX 3Tamax JOKYMEHTO00OpOTa, CHCTeMaTH3alluH,
COCTaBJICHUS] HOMEHKJIATYPBI Jell

JAIK-2 cnoco0HOCTHI) OPHEHTHUPOBATHCA B 3aKOHOAATEJBHON M HOPMATHBHO-
MeToAn4ecKoi 0a3e MHGPOPMAIIHOHHO-TOKYMEHTAIIMOHHOT0 00ecieYeHusl YIIPABJICHUS H
apXMBHOTIO /IeJ1a M CMEXKHBIX 00J1acTeil

3HaTh

3aKOHOJIATEIbHYI0 1 HOPMAaTHBHO-METOAMYCCKYIO 0a3y HH(POPMAIIMOHHO-
JIOKYMEHTAIMOHHOTO 00EeCIeUeH sl YIIPABICHUS U apXUBHOTO JIENIa; Mpa-
BOBYIO 0a3y CMEeXHBIX o0iactel B cepe KOHPHUIACHIIMAIHLHOTO JCIONPO-
U3BOJICTBA

YmMmern

MNPUMCHATH u OICpHUpPOBaATH 3aKOHOI[aT€JH)HOI>'I u HOPMATUBHO-
METOIUYECKON 0a30i JOKYMEHTAIMOHHOTO OOCCICUEHHsI YIpPABICHHS H
ApXUBHOTO JIeJa, a TAK)Ke CMEKHBIX o0acteld B cepe KOHPHUICHIINATh-
HOT'O JICJIONPOU3BO/ICTBA

Brnaners

crocobaMy OLEHUBAHUS 3HAUMMOCTH M MPAKTUYECKOW MPUTOAHOCTH HC-
HOJIb30BaHUS 3aKOHOJATEIbHOH M HOPMAaTHBHO-METOJIMYECKOH 0a3oii
MH(OPMaLMOHHO-A0KYMEHTAIIMOHHOTO O0EeCIeueHusl YIpaBJIeHUs U ap-
XMBHOTO JieJla M CMEXHbIX obsacteit B chepe KOH(PUACHIMAIBHOTO JIENI0-
IIPOM3BOJICTBA

JIIK-6 cnoco0HOCTHI0O OPraHu30BaTh padoTy C JOKYMEHTaMH, COAepKalMMH HHPOP-
MALMI0 OTPAHUYEHHOI0 10CTYINa

3HaTh obmenpodeccruoHaabHble TEOPETHIECKHE U METOAMYECKHUE OCHOBBI pabo-
Thl C JIOKYMEHTaMH, COAEpXallMM{U HH(POPMAIMIO OTPAaHUYEHHOrO J0-
CTyma

YMers OCYIIECTBIISATh U OPraHU30BBIBATH pabOTy Ha MpodeccrnoHaIbHOM YPOBHE
C JIOKYMEHTaMH, COJIep>KallluMU HH(POPMAITUIO OTPAHUYEHHOTO TOCTYIa

Bnaners HaBBIKAMH TI0 OCYIIECTBJICHUIO U OpraHU3aIMK padOThl Ha Mpodeccuo-

HAJIbHOM YPOBHEC C JOKYMCHTaMH, COACPKAIIUMU HH(bOpMaL[I/IIO orpaHu-
YCHHOT'O JOCTYIIa




4 CTpyKTypa U co/lepKaHue QU CUMILTUHBI (MO1YJIs1)

OO6m1ast TpyI0eMKOCTh TUCIMUIUIMHBI cocTaBisier 3 enunamn 108 dacos:

— KOHTaKkTHas pabora — 48,9 akan. yacos:

— ayYAUTOpHaA — @ aKa/J. 4acCoB,

— BHeayautopHas — 0,9 akan. gacoB

— camocTosATeNbHas padora — 59,1 akaj. Jyacos.
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1. Paznen. CyniHocTh 1 OCOOEHHOCTH 7
KOH(HIEHIIMATIBHOTO 1eIOIPOU3BO/I-
CTBa
1.1. Tema. KondunenuuanbHas uH- 2 2 4 |IlogroroBka k jaekuuu. Iloaro-|Onpoc I1K-12 —3y6
bopmanus u ee BUIbI TOBKa BBICTYIUICHHHA TIO BHJIAM CK-2 - 3y8
TalH
1.2. Tema. Opranuzanust KOHQUIEHIIN- 2 2 4 |IloAroToBKa K JIEKLIUH. Omnpoc ITK-5 —3y6
QJIBHOT'O JIEJIONPOU3BOCTBA [1K-12 - 3y6
I1CK-2 — 3y8
I1CK-6 — 3y6
1.3. Tema. Komriekc Mep 1o 3amuTre 1 2 4 |IlogroroBka k nekuuu. Paspa-|Ilonroroska Beictyminenus ¢ |I1K-12 — 3yg
KOH(pUACHIMAIBHON WH(OpMaIun 00TKa JOKYMEHTOB HEOOXOJIU-|TIpe3eHTalueH II1K-17 —
MBIX Ul paboThI CIIY>KOBI KOH- 3)6
(GUACHIINAIEHOTO  JICTIOTIPOU3- [1ICK-6 — 3y8
BOJICTBA




Pasnen/ rema

Cemectp

AynutopHas

KOHTaKTHasi paboTa
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CamocrosiTenbHas pa-
6ora (B aKaJ. yacax)

Bun camocrosarenbHON
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1.4. Tema. Cuctema moctyna K KOHH- 1 2 5 |[logroroBka k nekmuu. Pa3zpa-|CocraBnenue makera aoky- |I[1K-17 —3y6
JCHIIMABHBIM TOKYMEHTaM 6otka Ilomoxenuss o cucreme|MeHTOB 1o pexumy gocryna |[ICK-6 —3ys

J0CTyNa K KOH(PHUIESHIHNATHHBIM

JIOKYMEHTaM
1.5. Tema. Pesxxum coxpaHHOCTH KOH- 1 2 5 |[logroroBka k nexuuu. M3yde-|Onpoc [IK-17 — 3y8
(buaeHIMATBHBIX JOKYMEHTOB HUE O00OpyIOBaHHUS HEOOXOIU- IICK-2 — 3y8

MOro Juisg 00ecredyeHus CoOXpaH- [1CK-6 — 3y8

HOCTU KOH(UJEHIINAIBHBIX J0-

KYMEHTOB
1.6. Tema. OTBETCTBEHHOCTH 3a pa3- 1 2 4 |[loaroroBka K JEKLHUU. Ananus 3akoHonarenbHbix  (IIK-17 —3y6
rJalleHue CBEeCHUN KOH(pUICHIINATb- aKTOB I1CK-2 — 3y8
HOTO XapakTepa I1CK-6 — 3y8
Hroro no pasneny 8 12 26
2. Paznen. Opranuzanusi KOH(pUIEHIHU-
JIBHOTO JOKYMEHT0000poTa
2.1. Tema. Haznauenue u Buasl yuera 1 2 4 |IlogroroBka Kk jekiuu. Paspa-|Onpoc I1K-17 - 3y6
KOH(HICHIINATBHBIX JOKYMEHTOB. 00TKa W 3alOJIHEHHE YYETHBIX [1K-26 — 3y6
VYuer HocuTenel KOHGUICHIIUAIBHON bopm
uHpopManuu
2.2. Tema. JIBm>xeHHE U3jaBa€MbIX 1 4 4 |[lomroroBka k nekmuu. Pazpa-|[loarotoBka yuerHwix moky-|I1K-20 - 3ys
KOH(HICHIINATBHBIX JOKYMEHTOB H UX 00TKa W 3alOJIHEHWE YYETHBIX|MEHTOB [1K-26 — 3y6
yder ¢opm. PazpaboTka MmapmpyTa I1CK-6 — 3y8

JIBYDKEHUSI BHYTPEHHHUX KOH(DH-

JICHIIMAJIbHBIX JIOKYMEHTOB




Pasnen/ rema

Cemectp

AynutopHas

KOHTaKTHasi paboTa
(B akaj. yacax

CamocrosiTenbHas pa-
6ora (B aKaJ. yacax)

Bun camocrosarenbHON

@OpMBI TEKYILETO U
IIPOMEXYTOUHOTO

v

OJ1 U CTPYKTYPHBIN
3JIEMEHT KOMIIETEH-
1005031
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2.3. Tema. Ilonydenue u oTmpaBiaeHre 1 2 4 |[lomroroBka k nekmuu. Paspa-|[loaroroBka yuerHwix moky-|I1K-20 - 3ys
KOH(UIEHIHATBHBIX JOKYMEHTOB U UX 00TKa M 3alOJIHEHUE YYETHBIX|MEHTOB [TK-26 — 3y8
y4aer ¢dopm. Paszpaborka wmapmipyra [1CK-6 — 38
JIBUKECHHSI BXOMASIIUX U HMCXO-
TSIIIAX KOH(HICHIINATBHBIX
JTOKYMEHTOB
2.4. Tema. YueT KOHQUACHIIHATHHBIX 1 2 4 |TlogroroBka k Jsekiuu. Paszpa-|Ompoc ITK-20 — 3y8
JOKYMEHTOB BBIJICJICHHOTO XpaHEHHS 00TKa M 3aMOJIHEHUE YYETHBIX [TK-26 — 3y8
bopm I1CK-6 — 3y8
2.5. Tema. YueT KOnupoBaHHUs KOH(H- 1 2 4 |IlogroroBka k jaekmuu. Ilogro-|IlonroroBka makera moky-|I1K-20 —3y6
JIEHLUAIBHBIX IOKYyMEHTOB TOBKa IAaKeTa JOKYMEHTOB, MEHTOB, YYeTHbIX a0KyMeH-|IIK-26 —3ye
YYETHBIX JOKYMEHTOB, IITaM-|TOB, IITAMIIOB [1CK-6 — 3y8
OB
2.6. Tema. Homenknatypa koHpuaeH- 1 4 5,1 |TloxroroBka k nekuuu. Odopm-|Odopmienne HoMmeHKIATYpHhI|TIK-5 — 376
UAJIBHBIX Jien1. DopMUpoBaHHe U JIeHWEe HOMEHKJIATyphl e nen I1K-20 - 3y6
odopmiieHrne KOHQUACHIIUATIBHBIX €T [1K-26 — 3y6
I1CK-6 — 3y8
2.7. Tema. IlonroroBka KoHpUIESHIIN- 1 2 4 |TlogroroBka k nekuuu. CoctaB-|Odopmienue makera moky-|I[1K-5-—3ys
AJIbHBIX J1e]1 U JIOKYyMEHTOB JJIsl apXHB- JIeHWe BHYTPEHHEW OITMCH, JIU-|MEHTOB s apxuBHOro xpa-|I1K-20—3ye
HOT'O XpaHECHUS CTa-3aBepUTENs JeNia, akTa 00 |HEHUs Jel [1CK-2 — 38
YHUUTOKEHUU JOKYMEHTOB H I1CK-6 — 3y8
Jen
2.8. Tema. Haznauenue, BUJIbI ¥ IPUH- 1 2 4 |llomroroBka k nekuuu. PabGora|Ompoc [MK-17 — 3y8
LIAIIBI IPOBEJICHUSI IPOBEPOK HATMYHS KOMHCCHUM M0  TPOBEACHUIO I1CK-6 — 3y8
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= SE | &=
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5 | 5
KOH(UICHIMATLHBIX JOKYMEHTOB MPOBEPOK HaMW4usi KOH(DUICH-
IIUATBHBIX JOKYMEHTOB H JICJT

Hroro no pa3zneny 8 20 33,1 KonTtponsHas pabora
Hroro nmo jucuunjinHe 16 32 59,1 IIpomexKyTOUHBII KOH-

TPOJb (3a4€T € OLEHKOI)
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5 Oopa3oBaTe/ibHbIe H HH(P)OPMAIMOHHBIE TEXHOJIOTHH

[Ipu mpoBeneHUM 3aHATUN M OPraHU3ALUU CAMOCTOSTEIHLHONH PabOThI CTYACHTOB HC-
HOJIB3YIOTCA: MPAOUYUOHHbIE MEXHOI02UU 00YYeHUs, TIpeIIoaraoliye nepegady nHpopma-
UM B TOTOBOM BHJE, (OPMUPOBAaHUE YUEOHBIX YMEHHMH MO 00pasily: JEKIUsS-U3JI0XKEHUE,
JEeKIUS-00bsICHEHNE, MpaKTHYecKue paboThl, KOHTposibHas pabota U Ap. Mcmonb3oBaHue
TPaJUIIMOHHBIX TEXHOJIOTUH 00ecreunBacT OPHEHTUPOBAHKUE CTYIEHTa B MOTOKE MH(pOpMa-
LIMY, CBSI3aHHOW C Pa3JIMYHBIMU MOAXOAAMH K ONPEIEIICHUIO CYIIHOCTH, CONEP/KAaHUsA, METO-
70B, (hOpM Pa3BHUTHUS U CAMOPA3BUTHUS JIMYHOCTH; CaMOONPEAETICHHE B BEIOOPE ONTUMAIILHOTO
YT U CIIOCOOOB JIMYHOCTHO-NIPO(ECCHOHAIILHOTO PAa3BUTHS; CUCTEMATH3aLMIO 3HAHUH, I10-
JYYECHHBIX CTYACHTAaMH B IIPOIIECCe ayJUTOPHOM U CaMOCTOATENbHOM paboThl. [IpakTnyeckue
3aHATUS 00ECIeUUBAIOT Pa3sBUTHE U 3aKPEIUIEHUE YMEHUI U HABBIKOB ONpeAeseHus 1eneil u
3aJa4 CaMOpPAa3BHUTHSA, a TAKXKe MPUHATUSA Hanboee 3(pPEeKTUBHBIX PEHICHUH M0 UX peanu3a-
L1U.

Peanuzanus KOMIIETEHTHOCTHOTO TOAXOJA MPEIyCMAaTPUBACT MCIIOIb30BaHUE B y4eO-
HOM IIPOLIECCE€ AKTUBHBIX U HMHTEPAKTUBHBIX (OPM NPOBEACHMs 3aHATUN (KOMIIBIOTEPHBIX
CUMYJISIIUH, JI€JIOBBIX U POJIEBBIX WP, Pa300p KOHKPETHBIX CUTYallMi) B COUETaHUU C BHEa-
YIUTOPHOH paboTOM ¢ Lenbio GOPMUPOBAHUS U Pa3BUTUS NPOPECCHOHATIBHBIX HABBIKOB 00Y-
YaIOLUXCH.

[Tpr ocBOEHMM TUCHMIUIMHBI MCIIONB3YIOTCS CIENYIOIIUEe COYETaHHs BHJIOB ydeOHOH
paboThI ¢ Memodamu u hopmamu aKMuUeU3AYUU NO3HABAMENbHOU OessmenlbHocmuy 6aKalaBpoB
JUI JOCTHKEHUSI 3aIlJIJaHHPOBAaHHBIX PE3y/IbTaTOB 00ydeHUs U (POPMUPOBAHMS KOMIIETEHIIHIA:

1. HMudopmManmoHHO-pa3BUBAIOIINE TEXHOIOTHH. 3ydeHne TeopeTHIecKoro MaTepu-
ajla Ha JIEKUUSAX C MCIOJIb30BAaHUEM KOMIIBIOTEPHBIX TEXHOJIOIMH. CaMOCTOSTENBHOE U3yde-
HUE CHEeIUAIbHON y4yeOHON M HaydHOH JUTepaTyphl, BKJIIOYas 3JEKTPOHHBIE CPEICTBA UH-
dopmanuu.

2. PazBuBaromme mnpoOieMHO-OPHEHTUPOBAHHBIE TeXHOJOrHH. PaboTa Ha mpakTHde-
CKUX 3aHATUSAX C aKTUBU3ALIUEH MBICIUTEIbHON aKTUBHOCTH, CHOCOOHOCTH BUAETH MPoOIeMy
U BBIOMpATH CIIOCOOBI ee pasperieHus (o0mias aAucKyccusi, padoTa B KOMaHJe U WHIUBUAY-
aJIbHAs 1eATENIbHOCTB).

3. JIMYHOCTHO-OPHEHTHUPOBAHHBIC TEXHOJOTHMH OOY4YeHHs. YYeT YpPOBHS CIIOCOOHO-
cTeil 00yyaeMbIX U CO3/IaHUE YCIOBHH JUIs pa3BUTHUS MHIMBUAYAJIbHBIX CIIOCOOHOCTEH. DTO
JIOCTUTAeTCs MyTeM Moa00pa WHAMBUAYAIbHBIX 3a/laHUi M OOILEHUS MPEenoaBaTelis co CTy-
JIeHTaMU B (popMe MHIMBUAYABHBIX KOHCYIbTALIUH.

[Ipu mpoBeneHUU 3aHATUN U OpPraHU3ALMHM CaMOCTOSITENIbHOM PadOTHI CTYAEHTOB HC-
HOJIB3YIOTCS TAKXKE UHMEPAKMUBHbIE MEXHON02UY 00YYenUs, TIPEATIONIaralolue OpraHu3alnio
o0ydeHHusl Kak MPOJAYKTHUBHOW TBOPYECKOH AEATEIbHOCTU B PEXKHUME B3aUMOJEHCTBHUS CTY-
JEHTOB JPYT C APYTOM H € IIPENoAaBaTeieM.

JIns1 nOCTHKEHUS TOCTABIICHHBIX LENEeN NPEenoJaBaHtsl AUCIUIUIMHBI PEaTU3yOTCs Cle-
JYIOIIHE CPeACTBA, CHOCOOB! M OPraHU3aI[MOHHBIE MEPOIPUATHS:

— CaMOCTOSITEJIbHOE M3y4YEHUE TEOPETUYECKOTO MaTepraja JUCHUILIMHBI C UCIIONb30-
BanueM Internet-pecypcos, nanpopmarmoHHbIX 0a3, METOJUYECKUX Pa3paOdO0TOK, CIICIIHATIEHON
y4eOHO U HayYyHOH JTUTEpaTyphl;

— BBINIOJIHEHUE TPOOIEMHO-OpPUEHTUPOBAHHBIX, TOUCKOBBIX, TBOPUYECKUX 3a/laHUM.

Ornenka 3HaHUN TpeACTaBIseT cOOON COBOKYIMHOCTh Pa3IMUHBIX MOKa3aTesel paboThl
CTYJCHTa B TEUEHHE BCEro mporecca o0ydeHus. I[IpoMeXyTOUHBI KOHTPOJb MO HUTOraMm
OCBOCHMS JUCLUIUIMHBI BKJIIOYAET 3ayeT ¢ OLeHKOoH (7 cemectp).

6 YueOHO-MeTOAMYeCKOe 00ecleyeHrne CaMOCTOSITeIbHOM padoThl 00y4YaroLUXCsl

Ilepeuens mem 0151 ROO20MOGKU K CEMUHAPCKUM 3AHAMUAM:
Tema 1.1. Konghuoenyuanonas unghopmayus u ee uovl



1. Bunel nnpopmanuu B 3aBUCUMOCTH OT KaTE€rOPUH JIOCTYTIa

IlepeueHs cBenECHUI, COCTABIAIOIUX FOCYIaPCTBEHHYIO TalHY

3. Ilepeuens cBeneHMI, HE MOMISKANUX OTHECCHHIO K TOCYIapCTBEHHOW TaliHE U 3a-
CEKPEUYNBAHUIO

[lepeuens cBeneHuil KOHQUACHIMAIBHOTO XapaKTepa

Ilepeuenp cBeneHUH, HE MOAJIEKAIIMX OTHECEHHUIO K CIIy>KeOHOM MH(opManuu orpa-
HUYEHHOT'O PACIIPOCTPAHECHUS

6. Buabl nuadopmanyy, He moJyiexaliue OTHECEHUIO K KOMMEPUECKOH TailHe

7. Mepsl 0 0XpaHe KOH(UACHINAIBHOCTH HH(pOpMaIu

no

o &

Tema 1.2. Opeanuzayus KOHGUOEHYUATLHO20 0eIONPOU3BOOCTEA

1. TIpu3Haku KOH(MUICHIUAILHOTO JEIONPOU3BOICTBA

2. CooTHonieHrne KOH(QUICHIIMATHFHOTO U OTKPBITOTO JEIONPOU3BOICTBA

3. IlepeveHb HEOOXOIUMBIX HOPMATHUBHBIX JIOKYMEHTOB Il ()YHKIIMOHUPOBAHMS KOH-
($uAEHIMATBHOTO J1EI0IPOU3BO/ICTBA.

Tema 1.3. Komnaexc mep no 3awume KOHGUOeHYuaibHou uHghopmayuu

1. CxeMblI CTPYKTYPHOU OpraHu3aliui KOH(QUICHIMAILHOTO JeIONPOU3BOICTBA

2. ConeprxaHue nepevHs BUAOB HHPOPMALUU KOH(DUACHIIMAIBHOTO XapaKTepa

3. Coxeprxanue mepeyHsi JOKYMEHTOB, COJCPKANIMX WH(POPMAIHMIO KOH(MHUICHIINAIb-
HOTO XapakTepa

4. Crucok paOOTHHUKOB OpraHU3allH, UMCKOIIUX MPaBO JIOCTYNAa K KOH(UICHIHAIb-
HBIM JIOKyMEHTaM

Tema 1.4. Cucmema oocmyna K KOHQUOEHYUATbHLIM OOKYMEHMAM

1. TpeGoBaHus K pa3pabOTKe CUCTEMBI JOCTYTA K KOH(PHIEHIIMATIBHBIM JOKYMEHTaM

2. JlocTymn K MalIMHHBIM HOCUTEISIM KOH(UICHIIMAIEHOW HHPOPMALIUU

3. OdopmiieHne paspelieHus Ha JOCTYH K KOH(PUICHIIMATbHBIM JOKYMEHTaM

4. TlomHOMOYMS JOJKHOCTHBIX JIMI[ MO Pa3pelIeHUI0 JOCTyna K KOH()HUICHINATBHBIM
JIOKYMEHTaM

5. IlonoxxkeHue o cucreme 10CTyna K KOH(QUICHIMATbHBIM JOKYMEHTaM

Tema 1.5. Pestcum coxpannocmu KOH@DUOEHYUAILHBIX OOKYMEHMO8
1. TpeboBaHus K TOMEUICHUIO MOJpa3eieHHs] KOH(MUICHIINAILHOTO JEIONPOU3BO/I-
CTBa

2. TpeOoBaHMsI K OKHaM MOMEIIEHUN KOH(DUIECHIINATBLHOTO JEIOMPOU3BOJICTBA, BXO/I-
HBIM JIBEPSIM TIOMEIIEHUN U SK3EMITISIpaM KITFoueid OT HUX

[opsimok oOpateHus: ¢ KOHPHUACHITUATHHBIMU JOKYMEHTAMHU

Vuer XxpaHUIUII ¥ KIIF0YEH OT HUX

5. Yder HapymieHuii mopsaka oOpaiieHus ¢ KOHQUICHIIUATHHBIMU JOKYMEHTaAMH

~ow

Tema 1.6. Omeemcmeennocmo 3a pasenauienue c6e0eHuli KOHQYUOEHYUATbHO20 XaAPAaK-
mepa

1. JlucuuniauHapHas OTBETCTBEHHOCTH 32 pasriiallieHHe CBeIeHuH KOH(PUACHIINATHLHOTO
xXapaxkrepa

2. MatepuanbHasi OTBETCTBEHHOCTh 3a pasriallieHue CBEACHWH KOHQUACHIINATHLHOTO
xXapaxkrepa

3. AIMUHUCTpATUBHAS OTBETCTBEHHOCTH 3a pa3rjallleHue CBEICHUN KOH(UIACHIIMATb-
HOTO XapakTepa

4. I'paxIaHCKO-TIPaBOBasi OTBETCTBEHHOCTh 3a pa3rialliecHue CBEACHUIN KOH(HICHIIN-
aJIbHOTO XapaKTepa

5. YronoBHas OTBETCTBEHHOCTh 3a pas3IiIallicHHE CBEICHUN KOH(MUIACHIIMAIHLHOTO Xa-
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pakTepa

Tema 2.1. Haznauenue u 6udvl yuema KOHQPUOCHYUATbHBIX OOKYMEHMO8. Yuem HOCU-

meneti KOHUOEHYUANbHOU UHDOpMayuU

1. Tlponemypsbl, BHIOJHIEMBIE PU y4eTe KOH(PHUICHITUATBHBIX TOKYMEHTOB

2. CBeneHus, BKIIIOYAEMbIC B YUETHYIO (DOPMY MPU PETHCTPAUA KOHPHUIACHITUATHHBIX
JIOKYMEHTOB

3ajaun ydera HocuTeneH KoH(UIeHIINaTbHON HH(OpMaIun

Bunbl OyMa)KHBIX U MAIIMHHBIX HOCUTENEH KOH(DUISHIIMATILHON HHpOpMam

5. PexBu3uthl, ohopmiisieMbie Ha HOCUTENAX KOHGUICHITMATLHON HHPOPMAITUH

»ow

Tema 2.2. J[gudcenue uzoasaemvix KOHOUOCHYUANbHBIX OOKYMEHMO8 U UX YUem
Opranu3zanys KoHQUICHIHAIBEHOTO IOKYMEHTO000pOTa

Crasuu KOH(PUICHIUATBHOTO TOKYMEHTOO00POTa M UX JIOTHYECKOEe 000CHOBAHHE
OdopMieHre peKBU3UTOB U3/IaBAEMBIX KOH(MHUICHIIMATBHBIX JOKYMCHTOB

I'pudsl orpaHudeHus 10CTyIA K JOKyMEHTaM

Y4er 4epHOBUKOB U MPOCKTOB KOH(HICHITUATBHBIX TJOKYyMEHTOB

arwONE

Tema 2.3. Honyyenue u omnpasnenue KOHGYUOEHYUATLHBIX OOKYMEHMO8 U UX Yuem
1. IlomyyeHue U BCKPHITHE MAKETOB KOH(UIECHIIMATBHBIX JOKYMEHTOB

2. OdopmiieHre peKBU3UTOB IPU TOCTYIUIEHUN KOH(UICHINAIBHBIX JTOKyMEHTOB
3. Odopmiienne peKBU3UTOB MPU OTIPABICHUN KOHPUACHIIUATBHBIX TOKYMEHTOB

Tema 2.4. Yuem koHguoenyuanvuvix 00KyMeHmos 6bi0e1eHH020 XPaAHEH s
1. Buasl JOKYMEHTOB BBIJICIICHHOTO XPaHCHHS

2. OdopmieHne y4eTHOTO HoMepa Ha JOKYMEHTaX BBIJEIIEHHOTO XPaHSHHUS
3. CHATHE TOKYMEHTOB C y4eTa BBIICJICHHOTO XPAHCHUS

4. Kaprouka ydyera BpeMEHHOH BbIJIa4H JOKYMEHTa

Tema 2.5. Yuem xonuposanus KOHQPUOEHYUANbHBIX OOKYMEHMO8

1. OcobenHocTy ydyera ¥ M3rOTOBJIEHUS JOMOJIHUTENBHBIX IK3EMILISIPOB (THpaKUpOBa-
HUS) KOHQHIEHIIMATBHBIX JOKYMEHTOB

2. OcobeHHOCTH y4eTa U CHATHUS KOMUH ¢ KOH(PHISHIIHATBHBIX JOKYMEHTOB

3. OcobeHHOCTH y4eTa U MPOU3BOCTBA BBIMUCOK U3 KOH(PUACHIIMATBHBIX TOKYMEHTOB

Tema 2.6. Homenxnamypa rkouguoenyuanvHvix oen. Popmuposanue u oghopmienue

KOHMUOEHYUAIbHBIX Oell

HUA

1. OcobOeHHOCTH COCTaBJICHHUS U BeJICHHUSI HOMEHKIIATYphl KOH(MUACHIIMATBHBIX eIl

2. TlpuHImne! 1 ocobeHHOCTH (GopMUPOBaHHS KOHMUICHIINATBFHBIX TOKYMEHTOB B JIeNa
3. Ocobennoctu oopmieHus: 00I0XKKH KOHPHUAESHIIMATIBHOTO Jeja

4. OcobenHoctH 0opMIICHHSI BHYTPEHHEN ONMKMCH KOH(UIEHIINAIBHOTO Jiea

5. Ocobennoctu 0(hopMIIEHUS JIMCTA-3aBEPUTENS KOH(PHUACHIINATBFHOTO Jesa

Tema 2.7. Iloocomoska KOHpUOeHYUaIbHbIX 0ell U OOKYMEHMO8 05 APXUBHO20 XPaHe-

DKcrnepTu3a eHHOCTH KOH(DUISHIIUANIBHBIX /11 U JIOKYyMEHTOB

DKcnepTu3a HEHHOCTH IOKYMEHTOB BbIIEJIEHHOTO XpaHEHUs

Kpurepun ieHHOCTH JOKYMEHTOB

PaboTa sxcriepTHOM KOMHCCHH, IPOTOKOJI 3aCETaHMs SKCIIEPTHON KOMHCCHHI
CocraBienue onuceil KOH(QUICHINANBHBIX AE JJS Nepefadd Ha apXUBHOE XpaHe-
HUE

6. YHHUYTOXXEHUE TOKYMEHTOB, JIe]I U HOCUTEeNeH nHpopManun

s E
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Tema 2.8. Haznauernue, 6uobl u NPUHYUnbl NPOBeOeHUs NPOBEePOK HAIUYUS KOHDUOEH-
YUATbHBIX OOKYMEHMO8

1. TIpoBepkHu MPaBUIBHOCTH MPOCTABICHUS PErHCTPAIIMOHHBIX JaHHBIX HOCUTEJICH, J10-
KYMEHTOB, JIeJl U YICTHBIX KypHAIOB

2. TlpoBepku TPaBUIBHOCTH MPOCTABIICHUS OTMETOK O JBWXKCHHU HOCUTEIICH, JTOKY-
MEHTOB H JIeJI, HE3aBUCHUMO OT BPEMEHHU UX PETUCTPAINH

3. IlpoBepku (haKTUUECKOTO HAIMYHS BCEX HOCHTENEH M BCEX HE MOAMIUTHIX B Aeia U
HE MMEePEeBEICHHBIX Ha yUeT BBIJCIICHHOTO XPAHCHUS M3JaHHBIX U IMOCTYMUBIIUX J0-
KYMEHTOB, HE3aBUCHMO OT BPEMEHH UX PETUCTpAIMU (KBAPTAIbHBIC IPOBEPKH)

4. TIpoBepka (GPaKTUIECKOTO HATUYHS BCEX JIET, JOKYMEHTOB BBIJCIIEHHOTO XPAaHEHUS U
YUYETHBIX )KYPHAIOB (T0/I0Bast IPOBEPKA)

Memooduueckue pexomenoayuu 015 NOO20MOBKU K CEMUHAPY
JIJIst IOATOTOBKM K CEMHHAPY HEOOXOAMMBI 3HAHUS JICKIIMOHHOTO MaTephayia U CaMo-
CTOsITENIbHAS MPOPadOTKa JOMOTHUTEIBHOM JIUTEPATyphl U HOPMATUBHBIX HCTOUHUKOB.

IlpumepHnuwiii nepeuens mem peghpepamos:
Kommepueckas maiina
Cnyoicebnas matina
T'ocyoapcmeennas maiina
Taiina menegonnvix u menecpaghrvix cooouyeHUll
Tatina cnedcmeus
Taiina cosewjanus cyoeti
Taiina cosewjanus npucs’HcHvIX 3acedamenell
Tatina ceéedenutl 0 nomepnesuiux, ceuoemenetl U UHbLX YYACMHUKO8 Y20JL08HO20 C)-
donpouzeoocmaea

8. Aoesoxamckas maiina

9. Homapuanvuas matina

10. Bawnxosckas maiina

11. Hanocosas maiina

12. Bpauebnasa maiina

13. Tatina nepenucxu

14. Ilepconanvusie oannvle

15. Boennasa maiina

16. Tatina xpeoummoii ucmopuu

17. Cemetinas u nuunas matinel

18. Taiina ucnogeou

19. Taiina ycvinosnenus pebenka

20. JKypuanucmckas mavina

21. Cseoenus o cywHocmu uzobpemenusi, NOJE3HOU MOOEIU ULU NPOMBIULIEHHO20 00-
pasya 00 oguyuanbHol nyonuKayuy UHGoOpmayuy o0 Hux

NoakrowhdERE

Memoouueckue pekomenoayuu no HANUCAHUIO U 3awjume peghepamos
B pedepare nomxHO OBITH MpeACTaBICHO MOAPOOHOE OINHMCAHHWE BHIOPAHHOTO BHUIA
TaliHBI (KaTerOpUH; 3aKOHOJIATENbHBIE aKThI, PEryIUPYIONINEe OTHOIICHUS, CBSI3aHHBIC C BH-
JIOM TaifHbI OTpaHUYCHHS Ha PACIPOCTPAHEHHUE, Ha Tiepeiady; MpUMEPhI U Ip.).
Texct momwkeH coaepkaTh MOACTPOYHBIE CCBUIKM Ha HCIOJNb30BaHHBIE MCTOUYHUKU
uHpopmaruu, opopmiiennasie B cootBercTBuM ¢ ['OCT P 7.0.5-2008 «bubnunorpaduueckas
ccpuika. Ob1e TpeGoBaHUs U MPaBHIIa COCTABICHU.
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Crpanunsl pedepara HymMepyloTcss apabCKUMU I(pamMHu ¢ COOJIOJCHUEM CKBO3HOM
HyMepaluu 1o BceMy TeKcTy. HoMep cTpaHMIIBI TPOCTABISIETCS IO LEHTPY BEPXHETO ITOJIS
CTpaHUIIBI.

3amuTa pedepaTa OCyIIECTBISCTCS HA MPAKTUYECKOM 3aHITHUH, BO3MOXKHO C HCIIOJb-
30BaHMEM MPE3CHTAIHH.

Tecmui 0na camonposepku:
Pazoen 1. Cyugnocme u ocodennocmu KOHQUOCHYUATbHOZ20 0eJI0NPOU3E00CHEA
1. Kakoii JOKyMEHT oIpezesseT NepeyeHb CBEACHUM, COCTABIAIOIIUX IOCYAapCTBEH-
HYIO TailiHy?
a) [TocranoBnenue IlpaBurensctBa PO ot 11.02.2008 Ne 138 «O mepeune cBeaeHuU,
OTHECEHHBIX K TOCYJapCTBEHHOM TailHE»;
6) Yka3 Ilpesunenta PO ot 30.11.1995 Ne 1203 «OO6 yTBep»KAE€HUU TEpEUHs CBEle-
HU, OTHECEHHBIX K FOCYJapCTBEHHOU TallHE»;
B) IlocranoBnenue [IpaBurensctBa PO ot 23.11.1996 Ne 18 «OO0 yrBepkIeHHH Tie-
pEUHS CBEAEHUH, COCTABIISIIOLIMX ITOCYJaPCTBEHHYIO TalHY»;
r) Yka3 [Ipesunentra P® ot 11.02.2006 Ne 90 «O mepeune cBeneHU, OTHECEHHBIX K
roCyJapCTBEHHOM TailHe».

2. Kakue cBelieHUs! COCTaBISAIOT TOCYJapCTBEHHYIO TailHy?

a) CBE/ICHUS B 00JIACTH YKOHOMHKH, HAYKH U TEXHUKH;

0) cBelleHHsI B BOCHHOM 00J1acTH;

B) CBEICHUS B 00JIACTH BHYTPUIKOHOMHUYECKOH AESITEIbHOCTH IOCY1apCTBa;

') CBEeJICHHUS B 00JacTU pa3BeAbIBaTEIbHON, KOHTPPA3BEIbIBATEIHLHON U OMEPATUBHO-
PO3BICKHOM JIEATEIIbHOCTH;

1) CBE/IEHUS B 00J1aCTH HayKU, M300pETEHHU U MOJIE3HBIX 00pa3lloB TEXHUKHY;

€) CBEJIEHUS B 00JIaCTU BHEIIHEH MMOJIMTUKUA U DIKOHOMUKU;

3. Kak ®epnepanbubiii 3akoH oT 27.07.2006 Ne 149-03 «O0 unpopmanuu, nadpopma-
IIUOHHBIX TEXHOJOTUAX M O 3alIUTe WH(POpMALMU» ONpeeseT MOHATHE «KOH(UICHINATb-
HOCTb HH(pOpMALIUN»?

a) o0s13aTesIbHOE JJIs1 COOJIIOJICHUS ONEepaToOpoOM WM MHBIM JIMIIOM, IOJYYUBLIMM J0-
CTYH K MHPOpMaInu, TpeOOBaHNE HE JIOMYCKATh €€ paclpoCcTpaHeHus 6e3 coriacus CyobeKTa
WJIN HaJTM4Wsl MTHOTO 3aKOHHOTO OCHOBAHMUS;

0) 0O3HAKOMJICHHE OTIPENIEIICHHBIX JIAI ¢ KOHPHUISHIINAIbHON HHPOpMAaIHei, TOIBKO C
coryiacusi ee o0yajatesst WK Ha MHOM 3aKOHHOM OCHOBAHMU TIPH YCIOBUU COXPaHEHHs KOH-
buaeHINaTBFHOCTH ATON HH(POPMAIUH;

B) IIPaBOBbIE, OPTaHU3AMOHHBIE, TEXHUUYECKHUE U MHbIC MPUHUMAaeMble o0ajaTeneM
MH(pOpMaLIUU MEPHI 110 €€ OXPaHE;

r) 00s3aTenbHOE IS BBITOJHEHHS JIUIIOM, IOJTYYMBIIUM JOCTYI K ONPEIEICHHON H-
dopmanuu, TpeOOBaHHE HE TEpeAaBaTh TaKyl0 HMH()OPMAIUIO TPETHUM JIUIAM 0€3 COTJIaCHs
ee obnanaTens.

4. Kakoif TOKyMEeHT omnpeaenseT BUAbl KoHUACHIHATbHOW nHopMmarmu?

a) [locranoBnenue [IpaButensctBa PO ot 11.02.1997 Ne 118 «OO0 yTBepkaeHUU BU-
OB KOH(PHUICHIIUATHHON HHPOPMAITUI,;

6) Yka3 IIpesunenta PO ot 06.03.1997 Ne 188 «O0 yrBepxaenuu [lepeuns cenenuit
KOH(UICHIIMATLHOTO XapaKTepay;

B) [loctanosnenue IlpaButensctBa P ot 11.02.2006 «O6 yrBepxkaenuu Ilepeuns
CBEJICHHI KOH(DUIEHITNAILHOTO XapaKTepay;,

r) Yka3 [Ipesunenta PO ot 23.11.2006 «O Bumax uHbopManuu KOHPUIACHITHATHHOTO
XapakTepay.
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5. Kakas cocraBinsomas OTJin4aeT KOHQHUICHINAIBHOE JeIONPOU3BOJCTBO OT OTKPHI-
TOTO JCJIONPOU3BOCTBA?

a) 3aIUTa CoAeprKaleiics B KOH(PHUICHINAIBHBIX JOKyMEHTaX HHPOpMAIHY;

0) TOKyMEHTHpOBaHHE KOH(PHICHIINATHHON HH(OpMAIINH;

B) Opranu3anus padboThl ¢ KOH(QUASHINATEHBIMHI JOKYMEHTAMU;

I') perucTpanus KOHQHUISHIUATbHBIX JOKYMEHTOB.

6. Kakue HopMaTUBHBIC TOKYMEHTHl YCTaHABIMBAIOT €AWHBIA MOPSIOK CO3/1aHus, 00-
pabOTKH, XpaHEHHSI U HCIOJIb30BAaHNS KOH(UACHIIMAIBHBIX JOKYMEHTOB B OpraHU3aIun?

a) CIHCOK paOOTHMKOB OpraHU3alMM, UMEIOMIUX MPAaBO JOCTYyINa K KOH(UACHINATb-
HBIM JJOKYMEHTaM;

0) epedeHb HEPETUCTPUPYEMBIX JOKYMEHTOB;

B) MHCTPYKIHS O MOPsIIKE pabOTHI ¢ KOH(GHUICHINAIEHBIMHA JOKYMEHTAMHU;

I') IepeueHb JOKYMEHTOB, COAEPKAIINX WH(POPMALNI0 KOH(DUICHIINAIEHOTO XapaKTe-
pa;

1) MHCTPYKLIUS I10 JI€J0IPOU3BOJICTBY;

€) mepeyYeHb BUI0B HHPOpMAIMK KOH(PUACHIIMATEHOTO XapaKTepa,

) IepeveHb YHU(PHUIIMPOBAHHBIX (OPM KOH(PHUICHIIHATBHBIX JOKYMEHTOB.

7. B COOTBETCTBHH C KaKMUMH CIIEHUAIBHBIMU JOKYMEHTAMH JCHCTBYET CIIy>KO0a KOH-
(bueHIaTBHOTO 1EJI0IPON3BOICTBA?

a) MOJIOXKEHUE O CIykOe KOHPUIEHIMAIBHOIO AEJI0NPOU3BO/ICTBA;

0) MHCTPYKLUS O HOPsiIKEe pabOThl ¢ KOH(DUECHIIMAIBHBIMU JOKYMEHTAMU;

B) JIOJKHOCTHBIE HHCTPYKIIMM PAaOOTHUKOB;

I') IpaBUJIa BHYTPEHHET0 TPYJOBOTO pacopsiIKa.

8. I'me moyKHBI XpaHUTHCS 3alacHble HK3EMIUIIPBI KIIOUeH OT MOMENIeHUH KOH(HU-
JICHIIMATBHOTO JIEJIOTIPOU3BOICTBA, PACTIANTHBIX METAIUTMYECKUX PEHIETOK Ha OKHax, cei(oB
u mKkahos?

a) B KaOMHeTe y pyKOBOAMTENS OPraHU3allNH;

0) B oreyaTaHHBIX HOMEPHOM MeuyaThio NeHaJaxX UM KOHBepTax MOJpa3/eieHus: KOH-
(buaeHIMATBFHOTO JEJIONPOU3BOICTBA UITU B CITy’KOe 0€3011acHOCTH.

B) B OIleUaTaHHBIX MEHAJax WM KOHBEPTax Ha BaxTe;

r) B celie B Oyxrainrepuu.

9. Kak odopmisieTcs paspelieHrne Ha TOCTYN K MOCTYMUBIINM WX W3JaHHBIM KOH(DU-
JEHITUAIBHBIM TOKyMEHTaM?

a) Ha 00OPOTHOM CTOPOHE JOKYMEHTA B BHJIE IITAMIIA;

0) B BHJI€ «OTMETKHU O JOCTYIE K TOKYMEHTY»;

B) B BHJIe «Tpr(a corracoBaHus»;

r) B opMe Pe30IIOINH Ha IOKYMEHTE.

Pa3zoen 2. Opeanuzayus Konguoenyuanono2o 00OKymeHmoodopoma
1. KakoBa ocHOBHasl 11€JIb y4eTa KOH(UIEHIIMATIBHBIX JOKYMEHTOB?
a) peructpanusi KOHQHUIESHIIUATBHBIX TOKYMEHTOB;
0) oOecrieueHne PU3NIECKONW COXPAHHOCTH, KOMIUIEKTHOCTH W IIEJIOCTHOCTH KOH(H-
JEHITUAIBHBIX JOKYMEHTOB;
B) oOecreueHne MOoUTMHHOCTA KOHPUACHITMAIBHBIX TJOKYMEHTOB;
r) hopMHUpOBaHHE KOHPUICHIIUATBHBIX JOKYMEHTOB B JIefIa.
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2. I'me mpocTaBisieTcsl ITaMIl ¢ YKa3aHMEM YYE€THOIO HOMEpa M KOJIMYECTBA JIMCTOB
KOH(UICHIIMATBHBIX TOKYMEHTOB?

a) B BEPXHEM IIPaBOM YIJIy KaKJOTr0 JIUCTA JOKYMEHTA;

0) B BEpXHEM JIEBOM YTy Ka)J0ro JIMUCTa JOKYMEHTA;

B) B BEPXHEM IIPaBOM YTy TOJIbKO IEPBOTO JINCTA IOKYMEHTA,

') B BEPXHEM JIEBOM YTy TOJBKO IEPBOrO JIMCTA JOKYMEHTA.

3. Kakas nnpopmanus ykaspiBaeTcs Ha 00JI0KKaxX pabo4nX U CTEHOrpadUUECKUX TeT-
pazaeit?

a) rpu¢ KoH(UAEHIMATEHOCTH, (aMIIHS 1 HHULUAIIB HCIIOJTHUTENS, CPOK XPaHECHUS;

0) rpud KOH(UACHIMAILHOCTH, KOJIUYECTBO JIUCTOB, (haMMIIUS U MHUIHAIBI HCIIOJI-
HUTEIIS;

B) BHJI HOCUTENS, rpru() KOHPHUISHIINATHLHOCTH, KOTUYECTBO JIUCTOB;

T') BUJ HOCHUTEIIS, IpU( KOHPHUICHINATBHOCTH, (PaMIIIUS U HHUIMAIIBI UCTIOJTHUTEIIS.

4. Jlo Hayana cOCTaBJIEHUS TEKCTa KOH(UIEHIMAIBHOTO IOKyMEHTa POBOAMUTCS OIle-
panus:

a) perucTpauuu KOH(GpUICHIUATbHOTO JOKYMEHTA;

0) peructpanuu HOCUTEN KOH(UACHIIUAIEHOW HHPOPMALIUH;

B) PErUCTpALMH [1AKeTa MOCTYIHUBIIETO JOKYMEHTA;

T') COTJIACOBAaHUE TEKCTA KOH(PHUICHINAIBLHOTO IOKYMEHTA.

5. Ecnu xoH(UIEHIIMATBHBIA TOKYMEHT Ie4YaTaeTcs C YepHOBHKA, Kakasi HHPOpManus
yKa3bIBaeTCs Ha MIEPBOM JICTE YEPHOBUKA?

a) KOJIMYECTBO HEOOXOMMMBIX HK3EMIUIIPOB MPOEKTA JOKYMEHTA, KOJHMYECTBO JTUCTOB
YEepPHOBHUKA;

0) KOJIMUYECTBO JTUCTOB YEPHOBUKA, (PaMUIJINSI UCTIOJTHUTEIS;

B) KOJIMUYECTBO HEOOXOIMMBIX 3K3EMIUIIPOB MPOEKTA TOKYMEHTa, (aMUIIUs UCIOIHU-
TEJIS;

I') KOJIMYECTBO HEOOXOAUMBIX 3K3EMIUISIPOB MPOEKTa TOKYMEHTa, (haMUIIUs UCIIOIHU-
TEJISA, KOJIMIECTBO JIMCTOB YSPHOBHKA.

6. I'me mpocraBnsercss ydyeTHbId HOMEp M Ipud KOH(DUIEHIMAILHOCTH Ha MPOEKTE
KOH(HIEHIIMATIBHOTO IOKyMeHTa?

a) Ha Ka)KJJOM JINCTE KaXKA0T0 SK3EMILIIPA IPOEKTa JOKYMEHTA;

0) TOJBKO Ha MEPBOM JIMCTE MPOEKTA JOKYMEHTA B ONPEICICHHOM JIJIsl 3TOTO PEKBU3U-
Ta MECTE;

B) Ha BCEX JINCTAX MPOEKTA JOKYMEHTA B JIEBOM HUKHEM YIJIy JTUIEBOW CTOPOHBI;

I') Ha BCEX JIMCTAaX IMPOEKTa JOKYMEHTA B IPAaBOM BEPXHEM YIJy JTUIEBOM CTOPOHBI.

7. C kaxoii ornepanuu HaYuHAeTCsl paboTa ¢ MOCTYNUBIIMMH B OpraHU3alli0 KOH(DU-
JEHIUAIBHBIMYA JOKyMEHTaMuU?

a) y4eT aKeTOB MOCTYNUBIINX JTOKYMEHTOB;

0) ydet HocuTenei nupopmanuu;

B) BBOJI PETUCTPALMOHHBIX JAHHBIX B aBTOMATHU3UPOBAHHYIO UM TPAAUIIMOHHYIO CH-
CTEMY yUeTa;

T') IPOCTaBJeHHE Ha JOKYMEHTe rpuda KOHPHUICHINATbHOCTH.

8. I'me mpocTaBiAOTCA y4yeTHbIE HOMEpPa Ha TEKCTOBBIX JOKYMEHTaX BBIIECICHHOIO
XpaHeHus?

a) B BEPXHEM MPABOM YTITy OOJIOKKH,

0) B BEpXHEM JIEBOM YTJIy OOJIOKKH;
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B) B BEPXHEM JICBOM YIITy Ka)I0TO JINCTA JOKYMEHTA,;
') B HIDKHEM TPABOM YTJTy OOJIOKKH.

9. 'me mpocTaBisieTcsl Y4eTHBIA HOMEp, TPUCBOCHHBIA KOMHUU KOH(HICHIIMATBHOTO
JIOKymMeHTa?

a) Ha TIEPBOM JIMCTE KOIWU TIOCEPEAMHE HIDKHETO OIS ¢ JI00aBIeHreM ab0peBruaTyphl
rpuda KoH(PUICHINAITBHOCTH;

0) Ha TIEpBOM JIMCTE KOMHH B MPABOM HUXXHEM YTy C J100aBICHHUEM aOO0peBUATYpHI
rpuda KoH(PUICHINAITBHOCTH;

B) Ha BCEX JIUCTaX KOMWU B MPAaBOM HIDKHEM YIIIy ¢ J00aBlieHHEM aObOpeBHATYPHI
rpuda KoH(PUICHINAIBHOCTH;

') Ha BCEX JIMCTaX KOIHHU TOCEPEAMHE HIDKHETO MMOJIs ¢ A00aBlieHHeM ab0peBUaTyphl
rpuda KoH(pUIEHINATBHOCTH.

10. Yxaxure MecTopacroyiokeHue rpuda orpaHIueHHs JOCTYIa K TOKYMEHTY.
a) B HIOKHEM JICBOM YIIIy IIEPBOTO JIUCTa JOKYMEHTA;

0) B BEpXHEM JIEBOM YTy TIEPBOTO JIMCTA TIOKYMEHTA;

B) B HIDKHEM IIPaBOM YTJIy II€PBOTO JHCTa JOKYMEHTA;

T') B BEpXHEM IIPABOM YTJIy TIEpBOTO JIHCTA JTOKYMEHTA.

11. K xakom JOKyMEHTE COAEpPKUTCS UH(OpMAaLMsl O MOPSIOK IPUCBOCHUS U CHATHUS
rpucda orpaHUYEHHs JOCTYyIa K KOH()UICHINAIBHBIM JOKYMEHTaM?

a) MOJIOXKEHUE O CIykOe KOHPUIEHIMAIBHOIO AEJI0NPOU3BO/ICTBA;

0) MHCTPYKLUS O HOPsiIKE pPabOThl ¢ KOH(DUCHIIMAIBHBIMU JOKYMEHTAMU;

B) JIOJKHOCTHBIE HHCTPYKIIMM PAaOOTHUKOB;

I') IepedeHb (CIUCOK) BUI0B MH(POPMAIIUKN KOH(PHUAESHIIMATBHOTO XapaKTepa.

12. Kakue momoiaHUTENnbHBIE Tpadbl COAEPKUT TaOIUYHAS YaCTh HOMEHKJIATYpPhI KOH-
(buaeHIIMaTBHBIX J1e?

a) HOMep 10 MOPATKY;

0) rpud KOH(DUICHIIMATEHOCTH JIETIa;

B) BUJI THPOPMALIUU OIPAaHUUYEHHOTO JIOCTYTIA, COAEPIKaIlelcs B JIeNe;

I') HAMMEHOBaHME MO/IPA3/IEIICHUs, KOTOPOMY MPEJOCTaBISAETCS J1EN0;

71) OTMETKHU O JIBIDKEHUU Jena (apXUBHBINA mUdp, HOMEP U JaTa akTa 00 yHHUYTOXKe-
HUU, OTMETKHU 00 OTIIpaBIIEHUN);

€) KOJINYECTBO JIMCTOB B JIEJIE;

) CPOK XpaHEHHUs U HOMepa cTaTell Mo NepeyHtio;

3) epuo/]] KOH(UACHIUATLHOCTH JIea.

13. Cneunguyeckoil cocrapistomnieil KOHPUICHINATBHOTO JIeNa SBISIeTCS:
a) BHYTPEHHSIS ONUCH JIOKyMEHTOB;

0) CIMCOK COTPYIHUKOB, JIOMYLICHHBIX K JEIy;

B) 3aBEpUTENbHAS HAJIIHCH JIEIIa;

I') CIIMCOK OTBETCTBEHHBIX MCIIOTHUTEICH.

14. Tlpu BhIade KOHPUACHIIMATIBLHOTO JeJa COTPYTHUKY OpraHM3aIliH JeTaeTcs OT-
METKa B:

a) KapTOUKe y4eTa BhIIa4yH JIena;

0) KapTOYKe ydeTa pa3penicHui;

B) KapTOYKE y4eTa BblAauu JOKYMEHTOB;

') BHyTPEHHEH OMHUCH Jena.
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15. Kakum nokymMeHTOM 0pOopMIIseTcs MPOLeaypa YHUUTOKEHUS KOH(PUICHIINATBHBIX
JIOKYMEHTOB, JIe]l 1 HOCHTEIed HHPOopManuu?

a) CBUJIETEIILCTBOM 00 YHUUTO)KEHUH;

0) cripaBKOi 00 YHUUYTOXKCHUH;

B) IIPOTOKOJIOM O XO0/1€ YHUUTOKEHUS;

I') aKTOM 00 YHUUYTOKCHHH.

16. KakoBa NEPUOANIHOCTD ITPOBCACHUA ITPOBEPOK HAITUIHUA KOH(l)I/II[eHI_[I/IaJ'IBHBIX J0-

KYMEHTOB?

a) He peke OJTHOTO pa3a B MOJITr0/a;

0) He pexe OHOTO pasa B roJ;

B) HE PeXe OJIHOTO pa3a B TPH rojia;
') HE peXe OJTHOTO pa3a B IATH JIET.

17. B kakoM JOKyMEHTE OTPa)KalOTCs PE3yJbTaThl NMPOU3BEICHHBIX MPOBEPOK TMpa-
BUJILHOCTU TIPOCTABJICHUS OTMETOK O PETHCTPAllMU U JBIKEHUU KOHOUACHIUATIBHBIX JOKY-
MEHTOB, JIeJI, HOCUTEJIeH U UX (PaKTHIECKOTO HAIU4us?

a) B aKTe;

0) B IPOTOKOJIE;

B) B PCIICHUH;

I') B IIpUKa3e.

7 OneHo4Hble cpeacrea AJisl IPpOBEACHUA l'lpOMe)KyTO‘-IHOﬁ arrecranuun

a) Ilnanupyemblie pe3yIbTaThbl 00y4eHHUsI M OLCHOYHBIE CPeACTBA [IJIsl IPOBEICHUS
NPOMEKYTOYHOH ATTeCTALUM:

CrpyKTypHBIH

PYKTYP IInanupyemsle pe3yibTa-

AIIEMEHT OrneHOYHBIE CPEICTBA

ThI O0yUYCHHUS

KOMIETEHINH
OIIK-1 crtocoOHOCTHIO UCTIONB30BaTh TEOPETUUECKUE 3HAHUS M METOIbI HCCIICIOBAHUS HA
MIPAKTHKE
3HaTh OCHOBHBIE  OIpEJIEJICHUS Tecmut Ona camonposepku:

W TIOHITHS, OCHOBHBIC
METOAbl HCCJIeJOBaHUM,
ONpeAeNIeHUs MPOLECCOB
WCIIOJIb30BAaHUS  Teope-
TUYECKNX 3HAHUA U Me-
TOJOB HCCIIEJOBaHUS Ha
MPaKTUKE

1. Kakoil JOKyMEHT OIpeeIsieT nepeueHb
CBEICHMM, COCTABIIIOIIUX TIOCYAApCTBEHHYIO
TanHy?

a) Ilocranosnenue I[lpaButensctea PO or
11.02.2008 Ne 138 «O mepedyHe cBeleHUM, OTHE-
CEHHBIX K TOCYJapCTBEHHOH TaliHEeY;

0) Yka3 IIpesuaenta PO ot 30.11.1995 Ne
1203 «O0 yTBep)KIeHUU TepeuHsl CBEeIEHHM, OT-
HECEHHBIX K TOCY/IapCTBEHHOW TallHEY;

B) IlocranoBnenue IlpaButenscta PO ot
23.11.1996 Ne 18 «OO6 yTBepKIeHUU NEPEUHS
CBEICHMM, COCTABIIOIIUX TOCYIApCTBEHHYIO
TalHYy»;

r) Yka3 [Ipesuaenra PO ot 11.02.2006 Ne
90 «O mepeuHe CBeNEHUN, OTHECEHHBIX K TOCY-
JTapCTBEHHOM TalHEY.

2. Kakue cBeneHusi COCTaBISIIOT rocyaap-
CTBEHHYIO TaliHYy?

a) CBEJICHMsI B 00JIACTH YKOHOMHKH, HAYKH
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CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemblie pe3yibTa-
TBI O0yUYCHHS

OneHouHble CpeCTBa

U TEXHUKH;

0) cBeZIcHHs B BOGHHOU 00J1acTH;

B) CBeJeHUS B 00JACTH BHYTPUIKOHOMH-
YeCKOH JIeITeNbHOCTH rOCy1apCTBa;

I) CBeJEHUS B O0JIACTU pa3BeAbIBATEIIb-
HOM, KOHTPpPa3BEIbIBATEIIbHOM M OIEpPAaTUBHO-
PO3BICKHOM AESITETbHOCTH;

1) CBeJeHHUsI B 00JacTu HayKu, u3o0pere-
HUH U MOJIE3HBIX 00Pa3I0B TEXHUKHU;

€) CBeJCHUS B 00JIACTH BHEIIHEH MOJIUTH-
KU U SKOHOMUKH;

3. Kak ®enepanbublii 3akoH ot 27.07.2006
Ne 149-@3 «O6 undopmanmu, HHGOPMAITUOHHBIX
TEXHOJIOTUSIX U O 3aIuTe WHPOpMAIUN» Ompee-
JSeT TIOHATHE «KOH(UACHIUAIBLHOCTh HH(pOpMa-
oan»?

a) o0s3aTenbHOe ISl COOJIIOJICHUS Orepa-
TOPOM WJIM MHBIM JIUIIOM, MOJYYHUBIIUM JOCTYII K
uHpopManuu, TpeOOBaHUE HE JOIMYCKaTh €€ pac-
MpOCTpaHeHus 0e3 coryiacusi CyObeKTa Wi HallH-
Y1 MHOTO 3aKOHHOTO OCHOBaHMUS;

0) O3HAKOMJICHHE OMPEICNEHHBIX JHIl C
KOH(UIEHIMATbHOW HH(OpMaLUEl, TOJBKO C CO-
rmacus ee objajzartens WIM Ha WHOM 3aKOHHOM
OCHOBAHHU TIPU YCIIOBUHM COXPaHEHUS! KOH(DUICH-
UAJILHOCTH 3TOU MH(pOpMaIiy;

B) IPaBOBBIC, OPraHU3ALMOHHBIC, TEXHHU-
YeCKUe M MHbIe NMPUHUMaeMble 00janaTesieM HH-
dbopmaru MephI IO €€ OXpaHe;

') 00s13aTeNIbHOE ISl BHIMOJIHEHUS JTUIIOM,
MOJTYYHMBIIUM JIOCTYII K OTpeeieHHOW nH(popma-
1K, TpeOoBaHUE HE MepenaBaTh Takyto HH)Op-
MAaIuIo TPeTbUM JuIlaM 0e3 coryacusi ee obnana-
TeJIs.

4. Kakoil /MOKyMEHT oOIpenensieT BUIbl
KoH(pUIeHIaTpHOW nHopMarmu?

a) Ilocranosnenue [IpaButensctea PO ot
11.02.1997 Ne 118 «OO0 yTBep»AE€HUU BHJIOB
KOH(UIEHIMATBbHOU HH(OpMaLUn»;

0) Yka3 IIpesunenta PO ot 06.03.1997 Ne
188 «O06 yrBepxknenun [lepedns cBeaeHUN KOH-
bueHIATBEHOTO XapaKTepay;

B) [locranoBnenue IlpaBurenscrea PO ot
11.02.2006 «O6 yrtBepxaenun Ilepeuns cBene-
HUN KOHPUACHIUAIBHOTO XapaKTepay;

r) Yka3 I[Ipesunenra P® ot 23.11.2006 «O
BHJIax MHPOpMaUU KOH(MUICHIIMAILHOTO Xapak-
Tepay.

5. Kakas cocrapstomas otandaeT KoH)u-
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CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemblie pe3yibTa-
TBI O0yUYCHHS

OneHouHble CpeCTBa

JEHIMAIbHOE JIEJIONPOU3BOJICTBO OT OTKPBITOrO
JIeTIOTPOU3BOICTBA?

a) 3aluTa cojepxaiiencs B KOHGUICHIIH-
QJIBHBIX JIOKyMEHTaxX MH(pOpMaIuy;

0) ITOKYMEHTHPOBaHHE KOH(MUICHIINAIb-
HOW MH(pOPMaLINY;

B) opraHu3aius paboThl ¢ KOH(HUICHIU-
ATBHBIMU JJOKYMEHTaMH;

r) perucrpanus KOH(QUICHIHAIbHBIX [0-
KYMEHTOB.

6. Kakue HopMaTuBHBIE IOKYMEHTHI yCTa-
HaBJIMBAIOT €MHBIN MOPSIOK co3aanus, 00padoT-
KU, XpaHEHHsI U MCIIOIb30BaHMs KOH(MUICHIINAb-
HBIX JIOKYMEHTOB B OpraHU3aIin?

a) CIMCOK  paOOTHHKOB  OpraHU3alllH,
MMEIOLINX MPaBO JOCTYyNa K KOH(pHUIAESHIIUATbHBIM
JIOKYMEHTaM;

0) mepeyeHb HEPETUCTPUPYEMBIX IOKY-
MEHTOB;

B) MHCTPYKLHUS O MOpsiIKE pabOTHI C KOH-
(bUICHIMATEHBIMHA JJOKYMEHTAMHU;

I) MepedeHb JOKYMEHTOB, COJEpKaIluX
nH(pOpMaLKI0 KOH(DUIESHIIMATBHOTO XapaKTepa;

1) MHCTPYKIIUS 1O AETIONPOU3BOJICTBY;

€) mepevyeHb BUAOB HMH(pOpManuu KoHDU-
JEHITMAIBHOTO XapaKkTepa;

) TepedeHb YHU(DUIMPOBAHHBIX (OpM
KOH(UIEHIMATBHBIX JOKYMEHTOB.

7. B COOTBETCTBMM C KAKUMH CHEHUAATIb-
HBIMH JOKYMEHTaMH ACHCTBYeT Ciyk0a KoH(pU-
JIEHIIUATILHOTO JEJIONPOU3BOCTBA?

a) MOJIOKEHHE O CIIy’KOe KOH(HIEHIIHAIb-
HOTO JIeJIONPOU3BO/ICTBA;

0) MHCTPYKIMA O MOpsiKe paboThl C KOH-
(bUICHIMATEHBIMEA JJOKYMEHTAMHU;

B) JOJKHOCTHBIE HHCTPYKIIMH pPaOOTHH-
KOB;

I') MpaBUja BHYTPEHHETO TPYJIOBOTO pac-
MopsiIKa.

8. I'me MOMKHBI XpaHUTHCS 3allacHBIC JK-
3eMIUISIPBI KJIFOYEe OT TOMEIIeHU KOH(UICHIIH-
QIBHOTO JIeJIONPOM3BOJICTBA, PACIAIIHbIX MeTall-
JUYECKUX PEIIEeTOK Ha OKHAaX, ceiioB u mKadoB?

a) B KaOuWHeTe y pyKOBOJUTENSI OpraHu3a-
1H;

0) B oneyaTaHHbIX HOMEPHOH IeYaThlo Te-
HaJax MM KOHBEpPTaX MOJpa3jieieHuss KoHpu-
JCHIIMATBHOTO JEJONPOU3BOICTBA WIH B CIyX0e
0€301MacHOCTH.
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JJIEMEHT OneHouHble CpeCTBa
KOMIIETEHIINH Th1 00yHeHus
B) B ONl€YaTaHHBIX MEHATaX WM KOHBEPTaX
Ha BaxTe;
T) B ceiide B Oyxrajirepunu.
9. Kak odopmisieTcs paspemieHue Ha J0-
CTYI K MOCTYNUBIINM WU U3AAHHBIM KOH(HICH-
[UAJTBHBIM IOKYMEHTaM?
a) Ha OOOpPOTHOM CTOpPOHE JOKYMEHTa B
BU/JIE LLITAMIIA;
0) B BUJIE «OTMETKH O JIOCTYyIl€ K JOKY-
MEHTY»;
B) B BUJIe «rpHrda CoriacoBaHUs»;
r) B hopMe PE30IIOIUH Ha JIOKYMEHTE.
YMers pacro3HaBaTh apdex- N3yunth crnenyromue HOPMAaTHBHBIE JOKY-
TUBHOE pEIIeHHWE OT He- | MEHTHI:
3P PEKTUBHOTO,
NPUMEHATh  TEOpPETHYE- | ® 3akon ot 21 wmronms 1993 r. Ne 5485-1 «O
CKH€ 3HAaHUA U METOJbI roCy/1IapCTBEHHOM TailHe»;
UCCJICIOBaHMs 3HAHHS B
npodeccCHoHaIbHOM Jesi- | ® Vka3 Ilpesunenta Poccuiickoni denepa-
TEJIbHOCTH;  MCIOJIb30- uu ot 11 despansa 2006 r. Ne 90 «O nepeune
BaTh HMX Ha MEXIUCIH- CBEJICHUI, OTHECEHHBIX K TOCYAapCTBEHHOU
IUIMHAPHOM YpPOBHE; TaiiHe»;
KOPPEKTHO BBIpAXKaThb U
apryMEHTUPOBaHHO . ®enepanbHblil 3ak0oH oT 27 urona 2006 r.
000CHOBBIBAaTh TEOPETH- Ne 152-@3 «O nepcoHanbHBIX TaHHBIX»;
YEeCKUE 3HAaHUS U METOJbI
VICCIIEIOBAHNS HA TpaK- | ® ®denepanbHbiii 3akoH oT 29 mross 2004 T.
THKE Ne 98-®3 «O xommepuecKoi TaiHe».
PaccMoTpeTh OCHOBHBIE MOHSTHSI, HUCHOJIb-
3yeMble€ B HOPMAaTUBHBIX JOKYMEHTAX; MOJHOMO-
YUsl OpraHOB T'OCYJAapCTBEHHON BIACTH M JOJIK-
HOCTHBIX JIMII B OOJIACTH OTHECEHMsI CBEACHUH K
rOCYyIapCTBEHHOW TallHE W WX 3aIlUTHI; MEPEUYCHb
CBEICHMM, COCTABIIOIIMX TOCYAAPCTBEHHYIO
TaliHy; PEKBU3HUTHI HOCHUTEJIEH CBEIEHHN, COCTaB-
JSAIOUIMX TOCYIapCTBEHHYIO TaliHy; NMPUHLMIBI U
ycIIoBUsL 00pabOTKH MEPCOHANBHBIX JaHHBIX; IIpa-
Ba CyOBEKTa MEepPCOHATBHBIX JAHHBIX; 00S3aHHO-
CTH ollepaTopa NHpu cOope NEepCOHAIbHBIX JlaH-
HBIX; OCOOCHHOCTH TpeoCTaBiIeHUs HHOpMa-
UM, COCTABJISIONICH KOMMEPUYECKYIO TailHY.
VYka3aTb NMCbMEHHO Ha3HAYEHHME Ka)KJOTro
U3 YKa3aHHBIX HOPMATUBHBIX JOKYMEHTOB.
Bnanets NPAKTUYECKUMU Ilepeyens TeM M 3aJaHUil 1JISl MOATOTOBKH K

HaBBIKAMH, CIIocO0aMu

3a4eTy:
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OLICHMBAHHS 3HAUMMOCTHU
Y IIPAKTUYECKOU
MIPUTOTHOCTH
HCIIOJIb30BaHUS
TEOPETHYCCKUX 3HAHUU U
METO/IOB HCCJIEIOBAHUS
Ha MIPAKTHUKE;
OCHOBHBIMHM METOJaMU
pelIeHUs 3a/1a4 B
00J1aCTH UCIIOJIB30BaTh
TEOPETHYCCKHUE 3HAHUS U
METO/IbI UCCACIOBAHMS
Ha IIPaKTHKE;

1. [Tousarue KOH(HUICHIIMAIBHOTO
JIEJIONIPOU3BOICTBA.

2. [Tpusnaku KOH(PUACHIINATBHOTO
JIEJIOTIPOU3BOICTBA.

3. CooTHomeHrne KOH(MUIESHIIUATLHOTO U
OTKPBITOTO JIEIOMPOU3BOICTBA.

4, O6menoctynHas  uHGOpMALHS |
nH(pOpMaIKs OTPAHHYEHHOTO JTOCTYTIA.

5. CooTHoleHue nHpopmanuu
OTPAaHWYEHHOTO JIOCTYNa C TOCYJapCTBEHHOM
TaWHOM.

6. Knaccudukanus CBEICHHIA
KOH(HUICHIMAILHOTO XapaKTepa M0 OCHOBAHHUSM,
PEyCMOTPECHHBIM NEHCTBYIOIIUM
3aKOHOJIaTEIHLCTBOM.

1. CeneHus, COCTAaBJISIOIINE
CIy’)K€OHYIO TalHYy.

8. [Topsimok oOpateHus ¢ JOKYMEHTaMH,
COJIePIKAIMH CITy’)KeOHYIO WH(OPMAIIHIO
OTrPaHMYCHHOTO PACIPOCTPAHCHHUS.

9. CBeneHusi, KOTOpbIE HE  MOTYT

OTHOCHUTBCSL K ciy)keOHOl Taiine. I'pud «Jlns
CITY>KE€OHOTO TI0JIb30BAHUS».

10. Csenenus, COCTAaBJISIOIINC
KomMMepueckyto TaiiHy. I'pudp «Kommepueckas
TaliHay.

11. Meponpusatus, HanpaBJICHHBIE
3aIIATY KOMMEPYECKOHN TalHBbI.

Ha

12. [lepconanbHble JaHHBIE (CBEACHHUS O
rpaxnaanax). CocTaB NepCOHANbHBIX JAHHBIX.

13. Knaccudukanms MEPCOHATIBHBIX
JaHHBIX.

14. [Tonryuenue u o0OpaboTka

MEPCOHANBHBIX JNaHHBIX. OCHOBHBIE TpPeOOBaHUS
npu 00pabOTKe MEePCOHATBHBIX TAHHBIX.

15. [lepenaya mepcOHANBHBIX JaHHBIX.
Onpenenenne Kpyra Jull, HMEIOIIUX TPaBO
JIOCTYTIA K TIEPCOHATBLHBIM JTaHHBIM.

16. CeneHus, COCTaBIISIOIIME  TaillHY
CJICZICTBHS U CY/IOTIPOM3BOJICTBA.

17. CseneHusl, CBSI3aHHEIE C
npodeccuoHanbHOM JesATeNbHOCThIO (BpaueOHas,
HOTapuajibHasA, aJBOKAaTCKas  TaiiHa, TaiiHa
MEPENCKH, TeIe()OHHBIX TIEPETOBOPOB, TIOYTOBBIX
OTIIpaBlICHUM,  TenerpadHbIX  WIA  HHBIX
COOOIIIeHUT).

18. CBefieHHsI O CYIIHOCTH H300pETEHHMS,

TIOJIC3HON MOJISIIH WIJIH MTPOMBIIIIJICHHOTO 00pa3ia
10 obuIMaTbHON MyOMuKaruu WHQOpMaUU O
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HUX.
19. BapuaHTBI CTpyKTYpHOU OpraHu3anuu
KOH(HIEHIIMATIBHOI'O 1€T0IPOU3BOJICTBA.

20. 3amaun W (QyHKOMM, TpaBa U
OTBETCTBEHHOCTb CJIy’KOBbl KOH(HICHIIUATBHOTO
JIeJIONIPOU3BOICTBA.

21. JlokanpHBIE ~ HOPMATHBHBIE  aKTHI,
yCTaHaBJIMBAIOLIE HOPSI0K paboThI c
KOH(HICHIINATHHBIMHU TOKYMEHTAMHU.

22. Pexxum COXPaHHOCTH
KOH(HICHIINATBHBIX JOKYMEHTOB.
OTBETCTBEHHOCTh 3a pa3rjallleHHe CBEIEHUi

KOH(UICHIIMAILHOTO XapaKTepa

[IK-5 BnageHueM TEHICHIUSMH Pa3BUTHUSA

YCHUS YIIPABJICHUA ApXUBHOI'O JICJIa

MH(POPMAIIMOHHO-OKYMEHTAIIMOHHOTO U o0ecrie-

3HaTh

OIIpEeIeTICHUs] TPOLIECCOB
pa3BuTHs  MHpOpMAIHU-
OHHO-
JOKYMEHTAIlMOHHOTO U
oOecrieueHHs  ympaBiie-
HUS apXUBHOTO JIeia

Tecm ona camonposeepku

1. KakoBa ocHOBHasi menb ydera KOH(U-
JEHIUAIBHBIX JOKYMEHTOB?

a) perucrpanus KOH(UICHIHMAIBHBIX J0-
KYMEHTOB;

0) oOecreueHue (HU3NYECKON COXPAHHO-
CTH, KOMIUIEKTHOCTH W IIEIOCTHOCTH KOH(HICH-
[IUATBHBIX TJOKYMEHTOB;

B) o0ecrieyeHue MOIMHHOCTA KOH(UIEH-
[IUATBHBIX TJOKYMEHTOB;

r) ¢dopmupoBaHre KOH(PHUACHIIMATBHBIX
JIOKYMEHTOB B JieJIa.

2. I'ne mpocTaBiseTcs WTaMII ¢ yKa3aHUEM
YY4ETHOI0 HOMEpa M KOJMYECTBA JIUCTOB KOH(DU-
JEHIUAIBHBIX JJOKYMEHTOB?

a) B BEpPXHEM MPAaBOM YTy KaKJOTro JINCTa
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YTy KaKJOTro JIMCTA
JIOKYMEHTA;

B) B BEpXHEM IIPaBOM YTy TOJIBKO MEPBO-
r'o JUCTa JOKYMEHTA;

I') B BEPXHEM JIEBOM YIIIy TOJIBKO IEPBOIO
JIUCTa JOKYMEHTA.

3. Kakas wun(opmamms yka3bBaeTcs Ha
00J10’%kKax pabouux M CTeHOrpapUUecKuX TeTpa-
nen?

a) rpud KoH(pUACHIHAIBHOCTH, (pamMuIHs
Y MHUIHAIBI UCTIOJIHUTEINS, CPOK XPAHCHUS;

0) rpud KOH(DUIESHIUATHLHOCTH, KOJIMYe-
CTBO JIUCTOB, (haMUJIMSI U WHHUIIMAIBI HCIIOTHHUTE-
TS,

B) BHJl HOCHUTEIs, Ipu( KOH(HICHIIUATH-
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HOCTH, KOJIMYECTBO JINCTOB;
r') BHJ HOCWUTENs, rpu( KOH(DUICHIUAIb-
HOCTH, ()aMUJINSI U MHUITHAJIBI HCIIOTTHUTEIISL.

4. Jlo Ha4yana COCTaBJICHUS TEKCTa KOH(DH-
JCHIMATBHOTO JTOKYMEHTA IPOBOJUTCS OTIEPAILIHS:

a) perucrpanuu KOH(GHUICHIIMAIHLHOTO J0-
KYMEHTA;

0) perucrpanud HOCHUTENS KOH(PHUIACHITU-
IBHOW MH(pOpMaNNK;

B) pETUCTpallM TaKeTa MOCTYIMHUBIIETO
JOKYMEHTA;

I') COIJIACOBaHUE TEKCTa KOH(MHUICHIIUAIIb-
HOTO JOKYMEHTA.

5. Ecnu xoHbuAeHUUANbHBIA JAOKYMEHT
rneyaTaeTcsi ¢ YEPHOBMKA, Kakasg uWHOOpMaIus
YKa3bIBa€TCs Ha IIEPBOM JIUCTE YEPHOBUKA?

a) KOJIMYECTBO HEOOXOIWMBIX HK3EMILIS-
pPOB MpPOEKTa JOKYMEHTa, KOJIMYECTBO JIUCTOB
YEPHOBUKA;

0) KOIMYECTBO JIUCTOB YEpHOBHKA, (hammu-
JIVSI UICTIOJTHUTEIIS

B) KOJIMYECTBO HEOOXOIUMBIX IK3EMILIsS-
POB IIPOEKTa TIOKYMEHTa, (haMUJTUsT UCTIOTHUTES;

I') KOJHUYECTBO HEOOXOIUMBIX DK3EMILIs-
POB IPOEKTa TOKYMEHTa, (haMUJTUsl WCIIOTHUTEIS,
KOJINYECTBO JINCTOB YEPHOBUKA.

6. I'me mpocraBisercss y4eTHbI HOMEp H
rpud KOHPUIEHIUAIBHOCTH Ha MPOEKTEe KOH(DU-
JeHIIMAIBHOTO IOKyMeHTa?

a) Ha KaXJ0M JIUCTE KaXXJ0ro AK3eMIuIIpa
MPOEKTa JOKYMEHTA;

0) TOJNBKO Ha MEPBOM JIMCTE MPOEKTa J0-
KyMEHTa B OIPENEJICHHOM [yl 3TOr0 PEeKBU3UTA
MEcCTe;

B) Ha BCEX JIUCTaX NMPOEKTa JOKYMEHTa B
JIEBOM HUKHEM YTJTy JIULIEBOM CTOPOHBIL;

I') Ha BCEX JIUCTAaxX IMPOEKTa JOKYMEHTa B
IIPAaBOM BEPXHEM YTITy JIMIIEBOW CTOPOHBI.

7. C xakoll omepanuy HauMHaeTcs padbota
C TMOCTYNUBIIMMHU B OpPTraHU3alUI0 KOH(UIEHIIH-
QJIbHBIMU JOKYMEHTaMH?

a) y4eT IAaKeTOB MOCTYNMBIIUX JTOKYMEH-
TOB;

0) yder HocuTeneil napopmanuu;

B) BBOJI PErMCTPALlMOHHBIX JaHHBIX B aB-
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TOMAaTU3UPOBAHHYIO WIIH TPAIUIIUOHHYIO CHCTEMY
yueTa,

I) MpOCTaBJIe€HHWE Ha JOKyMeHTe TIpuda
KOH(HICHIIMATHHOCTH.

8. I'le mpocTaBisIIOTCSl yYETHBIE HOMEpa
Ha TEKCTOBBIX JIOKYMEHTaX BBIACICHHOTO XpaHe-
HuUs?

a) B BEpXHEM MPABOM YTJTy OOJIOKKH;

0) B BEpXHEM JICBOM YTy OOJIOKKH;

B) B BEPXHEM JICBOM YIJIy KaXKJOTO JINCTA
JOKYMEHTA;

T') B HUKHEM MPABOM YTy OOJIOKKH.

9. I'me mpocraBisieTcss y4eTHBIH HOMeEp,
MPUCBOCHHBIM KOMUU KOH(UIEHIINAIBHOTO JOKY-
MeHTa?

a) Ha MEpPBOM JIMCTE KONMUU TOCepenrHe
HIDKHETO TMoJisi C J00aBleHHEM aOOpeBHATYPHI
rpuda KOH(UICHIIUATEHOCTH;

0) Ha MEpBOM JIMNCTE KOMHUHM B TIPABOM
HIDKHEM yIiIy ¢ jgo0aBieHHeM aO0peBuaTypbl
rpuda KoH(pUIEHINAIBHOCTH;

B) Ha BCEX JIMCTAaX KOMUHU B MPABOM HUXK-
HEM yriiy ¢ jaoOaBieHueM abOpeBuarypsl rpuda
KOH(UICHIIMATEHOCTH;

I) Ha BCEX JIMCTaxXx KOIHWHU IOCEpEeIuHE
HUOKHETO Moyl ¢ jJoOaBiieHneM ab0peBHATYpbI
rpuda KoHpUIECHITNATBHOCTH.

10. Ykaxute mecTopacroyioxkeHue rpuda
OTrpaHUYEHUS JOCTYIA K JOKYMEHTY.

a) B HWOKHEM JIEBOM YTIJIy NEPBOT0 JIUCTA
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YIJIy IEPBOrO JIMCTA
JIOKYMEHTA;

B) B HIDKHEM IPaBOM YTy HEPBOro JIMCTA
JIOKYMEHTA;

I') B BEpXHEM MPaBOM YTy IEPBOIO JIUCTA
JIOKYMEHTA.

11. K xakoM TOKyMEHTE COIEpPKUTCS HH-
dbopmanus 0 MOPSIOK MPUCBOCHUS M CHATHS TPH-
¢a orpaHuueHHs J0OCTyNa K KOH(UICHIUATbHBIM
JIOKyMeHTaM?

a) TIOJIOKEHHE O CIIY)KOe KOH(HIACHIIHAIb-
HOTO JIeJIONIPOU3BO/ICTBA;

0) MHCTPYKIHMSA O MOpsiAKe paboTHl C KOH-
(bueHIMATbHBIMU TOKYMEHTAMU;
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B) JIOJDKHOCTHBIE WHCTPYKIUU pPaOOTHU-
KOB;

T') IIepeveHb (CIUCOK) BUI0B UHGOPMAITII
KOH(UICHIIMATLHOTO XapaKTepa.

12. Kakue nomonmHHUTENnbHBIE Tpadbl co-
JEP>KUT TaOJIMYHAs 4acTh HOMEHKJIATYphl KOH(DU-
JNEHIAJIBHBIX AeI1?

a) HOMep IO MOPSLIIKY;

0) rpud KOHPUACHITUATEHOCTH JIEJIa;

B) BHUJ HH(POpPMAIMU OTPAHUYEHHOTO J0-
CTyna, COAEPKAILCICS B JIEIIE;

I') HAaUMEHOBaHUE TMOJpa3/eieHHs, KOTO-
pPOMY MPEAOCTABISAETCS 1€N10;

1) OTMETKU O JIBMKCHHH Jieia (apXUBHBIN
mudp, HOMEp U JaTa aKkTa 00 YHUUYTOXKEHUH, OT-
METKH 00 OTTIPaBJICHUH);

€) KOJIM4ECTBO JIUCTOB B JIEJIE;

) CPOK XpaHEHMs U HOMepa cTaredl 1o
MEPEYHIO;

3) Iepuo]] KOH(UACHINAILHOCTH JIea.

13. Cnenunduyeckoi COCTABISIONIEH KOH-
(bUICHIIMATEHOTO JIeTIa SBIISETCS:

a) BHYTPEHHSIS ONUCH JIOKYMEHTOB;

0) CIHCOK COTPYIHHKOB, JOMYIIEHHBIX K
neny;

B) 3aBEpUTEIIbHAS HAIHUCH JICNa;

I') CIIMCOK OTBETCTBEHHBIX HCITOJIHUTEICH.

14. Ilpu BbIIauYe KOH(MUIEHIIMAIBHOTO Je-
Ja COTPYAHMKY OpPTaHU3aIMH JieNlaeTcs OTMETKA B!

a) KapTOYKe ydeTa BBIa4yH JeNa;

0) KapTOuKe y4yeTa pa3pelieHui;

B) KapTOUYKE y4eTa BbIJJaud JJOKYMEHTOB;

') BHyTpEHHEH OnucH Jiena.

15. Kakum JoKymMeHTOM odopmiseTcs
nporenypa YHUYTOKEHHS KOH(UICHIIMATBHBIX
JIOKYMEHTOB, JIeJl 1 HoCUTeNnel nHpopManuu?

a) CBUCTEIILCTBOM 00 YHHUTOXECHUH;

0) cripaBKOif 00 YHUUTOXKEHUHY;

B) IIPOTOKOJIOM O XOJI€ YHUUYTOXXCHUS;

') aKTOM 00 YHUYTOKEHHH.

16. KakoBa nepuogu4HOCTh INPOBEIEHUS
IPOBEPOK HAINYMA KOHQUACHIUAIBHBIX JIOKY-
MEHTOB?

a) HE peKe OJJHOTO pa3a B MOJIr0J1a;
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0) HE peke OJTHOTO pa3a B IO
B) HE peXe OJHOI0 pa3a B TPU I'oAa;
T') HE peXe OJJTHOTO pa3a B IATh JIET.
17. B KakoM JIOKyMEHTE OTpaKarOTCsl pe-
3yJIbTaThl IPOU3BEIEHHBIX NPOBEPOK MPABUIBHO-
CTH TMPOCTaBJICHUS OTMETOK O pEerucTpanuv u
JIBUKCHUM  KOH(UICHIMAIBHBIX  JOKYMEHTOB,
JieJ1, HocuTese U ux (pakTHuecKoro HalIuyus?
a) B aKTe;
0) B MPOTOKOJIC;
B) B pELICHUY;
T') B IPUKAa3e.

YmeThb BBIICTATh  TEHACHIHH, | 1. Bemumure TepMUHBI UM ONpeAeNeHus,
OOBSACHATH (BBIABIATH U | ONMCHIBAIOIINE MPOLECC BIAaJE€HUS TEHACHLUUSIMU
CTPOUTH) TUIMYHBIE MO- [ pa3BUTHs UHGOPMAIMOHHO-AOKYMEHTAIIMOHHOTO
JieNTd, KOPPEKTHO BBIpa- (M oOecredeHusl YIpaBieHHUs apXWBHOTO JIea.
’KaTb U apryMeHTupo- | JlaTe cpaBHUTEIbHBINA aHAIN3 MTOHSATHUH.

BAaHHO 00OCHOBBIBATS | 2. [Ipoananusupyiite HOpMaTuBHbBIE TpeOo-
MOJIOKEHUS ~ TEHJCHILUH | BaHHUsS K OpraHU3alluU Mpollecca BIIaJICHHEM TeH-
pasBuTus  uHOOpMAIU- | TEHIUSIMHU pa3BUTHS MH(OPMaLIOHHO-
OHHO- JOKYMEHTAIMOHHOTO U 00ecreueHus ynpaBiIeHus
JOKYMEHTAllMOHHOTO U | apXUBHOTO JiejIa.
o0ecrieyeHus  ympasie- | 3. [Tpoananu3upyiite HOpMaTUBHBIE TPEOO-
HUS apXUBHOTO Jiena. BaHUs K OpraHu3aluy npoliecca BjIaJeHUeM TeH-
JIEHITUSMU pa3BUTHsI HH()OPMAIIMOHHO-
JIOKYMEHTAIlMOHHOT'O ¥ 00eCTeueHus yIpaBiIeHUs
ApXMBHOTO JIeJa.

Bnagets crocobamu [TuceMeHHO OTBETHTH Ha CIIEAYIOLIME BOMIPOCHI,
JEMOHCTpPALIMM YMEHHUS | yKa3aB HAMMEHOBAaHUE HOPMATUBHOIO IOKYMEHTA,
AHAIN3UPOBATh TOYHYIO (OPMYJIMPOBKY, MOATBEPIKIAIOLIYIO BBI-
CUTYAIUIO, CKa3bIBaHUE, HOMEP MMYHKTA U HOMEP CTAThU:
BO3MO>XHOCTBIO . PaccmaTpuBaercs 1M 4elloBEeK B KayecTBe
MEXIUCLUUIUIMHAPHOTO [ HOCUTEN CBEJIEHUM, COCTAaBILIIOIIMX Tocynap-
NIPUMEHEHUS, CTBEHHYIO TalHY?
npodeccuoHaIbHBIM . Kakoii MakcumanbHBIM CPOK paccekpeuu-
A3BIKOM B 00JacTu BaHUsl CBEJCHUN, COCTABIISIIOIIMX TOCYAApCTBEH-
TEHJICHIUI Pa3BUTHUSL HYIO TaliHy?

MH(pOpPMaLOHHO- . Kak yacto HEoOXoauMmo mnepecMaTpHUBaTh
JOKYMEHTAllMOHHOI'O IIEPEYHU CBEJECHUH, MOAJIEKAIUX 3aCEKpEeUnBa-
obecrnieyeHus HUI0?

yIpaBJICHUS] APXUBHOTO
Jena;

. Kto Hazenen mpaBoM mpoJjieHUsi MEPBO-
HayaJbHO YCTAHOBJICHHBIX CPOKOB 3aCEKpeyYrBa-
HUSI HOCUTEJIEW CBEICHUH, COCTaBIISIIOLIUX TOCY-
JTApCTBEHHYIO TalHY?

. B kakux cinydasx HOCUTENN CBEICHUH, CO-
CTaBJISIIOIIMX TOCYJAPCTBEHHYIO TailHy, MOTYT
OBITh PACCEKPEUCHBI JO UCTEUYCHHUS CPOKOB X 3a-
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CEeKpeurBaHUs?

. Ha kakue oTHOIIEHUSI HE PAaCIIPOCTPAHSECT-
ca percrteue denepanbHOoro 3akoHa «O mepco-
HaJIBHBIX JAHHBIX»?

. Ha ocHOBe KakuX NPUHLIMIIOB OCYHIECTB-
asieTcst 00paboTKa MePCOHANBHBIX TaHHBIX?
. B kakux ciydasx cBeJeHHMs O CyObekTe

NEPCOHANBHBIX JAHHBIX MOTYT OBITH B Jr000€
BpEMsI HCKIJIFOUEHBI U3 OOIIEJOCTYIHBIX UCTOUYHU-
KOB TIEPCOHAIBHBIX TaHHBIX?

. Uro mpeamnonaraioT ASUCTBUS MO 00€31IH-
YHBAHUIO TICPCOHAILHBIX JTAHHBIX?

. Kto sBnsercst obnagarenem uHbopMaiuu,
COCTAaBJISIONIEH KOMMEPUYECKYIO TaliHy?

. B kakux cinyyasx u komy, o0Onanarenb UH-
dbopMaruu, COCTaBIAIOIIEH KOMMEPYECKYIO Tai-
HY, 00s13aH MpenocTaBuTh ATy HHpopmanuo? Kax
ATO JIOJDKHO OBITH 0OPMIICHO?

B kakumx ciygasx uH(pOpMamus, COCTaBIISAIONIAs
KOMMEpPUYECKYIO TaliHy, o0jasareneM KOTOPOl sB-
JSIeTCsL PYroe JIUIO, CUUTACTCS MOTyYSeHHOH He-
3aKOHHO?

ITK-12 criocoGHOCTBIO BBISBIATH U OTOUPATh JOKYMEHTHI JUIsl pa3HBIX THIIOB U BUAOB MyOIH-

Kalum

3HaTh

MpaBWjia ©  METOJUKY
BBISIBJICHHSI U OTOOpa J10-
KYMEHTOB JUISl Pa3HbIX
TUTIOB U BHUJIOB ITyOJUKa-
807041

Tecm ona camonpogepku

1. KakoBa ocHOBHas Lenb ydyera KOHQU-
JICHIIMATBHBIX JJOKYMEHTOB?

a) peructpanusi KOH(UICHIUAIBHBIX J10-
KYMEHTOB;

0) oOecrneueHue (U3NYECKON COXpaHHO-
CTH, KOMIUIEKTHOCTH ¥ IEJIOCTHOCTH KOH(HUICH-
[UAJIbHBIX JOKYMEHTOB;

B) obOecrieyeHne MOUIMHHOCTH KOH(PUACH-
[IUATEHBIX TOKYMEHTOB;

r) ¢opMupoBaHue KOH(MUICHIUAIBHBIX
JOKYMEHTOB B JIeJIa.

2. I'me mpocTaBisieTcst ITaMI C YKa3aHuEM
YYETHOTO HOMEpa M KOJIUYECTBA JIUCTOB KOH(U-
JCHIIMATbHBIX JTOKYMEHTOB?

a) B BEPXHEM IPABOM YTy KaXIOTO JINCTA
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YTy KaKJOTo JIMCTa
JIOKYMEHTA;

B) B BEPXHEM IIPaBOM YTy TOJBKO MEPBO-
'O JINCTA TOKYMEHTA;

I') B BEPXHEM JIEBOM YTy TOJBKO IIEPBOTO
JHCTa TIOKYMEHTA.

3. Kakas wuHbpopmamms yKa3bIBacTCs Ha
00J10)KKaxX pabo4ynx M cTeHorpauuecKux TeTpa-
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neu?

a) Tpud KOH(DUICHIMAILHOCTH, (aMIIUs
Y MHUIHAJIBI UCTIOJIHUTEIS, CPOK XPAHEHUS;

0) rpud KOHPHUIECHIMATHHOCTH, KOJIHYe-
CTBO JIUCTOB, (haMUJIMSI U MHUIIMAJTIBI HCIIOJIHUTE-
Tst;

B) BHJ HOCHUTENS, TpU(d KOH(PUICHIIUATb-
HOCTH, KOJIMYECTBO JIUCTOB;

I') BHUJ HOCUTENs, Tpu( KOH(DUICHIIUATb-
HOCTH, (paMUIIHS M MHUIIMAITBI UCTIOTHUTEIIS.

4. Jlo Hayaja COCTaBJIEHUs TeKCTa KOH(DU-
JEHIUATBHOTO TOKYMEHTA IPOBOJUTCS OTIEPAIIHS:

a) peructpanui KOH(PHUAECHIUATBHOTO J0-
KYMEHTa;

0) perucrpaniid HOCHUTEIS KOH(PHUIACHITU-
aNnbHOU MH(pOPMAIUH;

B) pETUCTpAlliM TaKeTa MOCTYMUBIIETO
JTIOKYMEHTAa;

I') COrJacoBaHUE TEKCTa KOH(UIEHIUANIb-
HOTO JIOKYMEHTA.

5. Ecnu xoHQuAeHUMANbHBIA JOKYMEHT
MevyaTtaeTcss ¢ YEpHOBUKA, Kakas WHopMaIus
YKa3bIBAETCS Ha TIEPBOM JIMICTE YEPHOBUKA?

a) KOJMYECTBO HEOOXOIMMBIX 3K3EMILIs-
pPOB TIPOEKTa JIOKyMEHTa, KOJHYECTBO JIMCTOB
YEepPHOBHUKA;

0) KOJIMYECTBO JIMCTOB YEpHOBHKA, (hamu-
JIUS] UCTIOTHUTETIS;

B) KOJIMYECTBO HEOOXOJUMBIX DK3EMILIIs-
POB IPOEKTa JOKYMEHTa, (paMUIHs UCIIOTHUTENS,;

I') KOJUYECTBO HEOOXOIUMBIX SK3EMILIs-
POB IpOEKTa JOKYMEHTa, (paMuiIns UCHIOIHUTEINS,
KOJIMYECTBO JICTOB YEPHOBHKA.

6. 'me mpocraBisercss y4eTHbI HOMEp H
rpud KOHPUIEHIUAIBHOCTH HA MPOEKTEe KOH(DU-
JICHIIMAIBHOTO IOKyMeHTa?

a) Ha KaXJIOM JIMCTE KaXKJIOTO dK3eMIUIsIpa
MPOEKTa JOKYMEHTA;

0) TOJNBKO Ha MEPBOM JIMCTE MPOEKTa J0-
KyMEHTa B OIPENEICHHOM [yl 3TOr0 PEeKBU3UTA
MECTE;

B) Ha BCEX JIUCTaX NMPOEKTa JOKYMEHTa B
JICBOM HIDKHEM YTITY JIUIIEBOW CTOPOHBHI;

I') Ha BCEX JIUCTAaxX MPOEKTa JOKyMEHTa B
MIPaBOM BEPXHEM YTITy JIMLIEBON CTOPOHBI.

7. C xakoii omepainyy HauMHaeTcs padboTa
C MOCTYNHBIIMMH B OPTraHU3alUI0 KOH(PHUACHIIH-
aJIbHBIMH IOKYMEHTaMu?

a) y4eT MaKeTOB MOCTYMUBIIUX JIOKYMEH-
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TOB;

0) ydet HocuTeneil nupopmanuu;

B) BBOJ| PETUCTPAL[MOHHBIX JIaHHBIX B aB-
TOMAaTU3UPOBAHHYIO WIM TPAIUIIMOHHYIO CUCTEMY
yuerTa;

I) IpOCTaBJICHHE Ha JOKYMEHTe TpHda
KOH(HIEHIIUATBHOCTH.

8. I'le mpocTaBisIIOTCSI yYETHBIE HOMEpa
Ha TEKCTOBBIX JOKYMEHTaX BBIJICJIEGHHOI'O XpaHe-
HUsA?

a) B BEpXHEM MPABOM YTy 00JI0KKH;

0) B BEpXHEM JICBOM YTIIy OOJIOKKH;

B) B BEPXHEM JICBOM YIJIy Ka)/JOTO JIUCTA
JOKYMEHTA;

T') B HUKHEM TIPABOM YTy OOJIOKKH.

9. I'le mpocraBisercss y4YeTHbIH HOMep,
MPUCBOCHHBIA KOMUH KOH(UIACHIUAIBHOTO JIOKY-
MeHTa?

a) Ha TIEPBOM JIMCTE KOMHH IMOCEPEIUHE
HUOKHETro TMoyisi ¢ jJoOaBiieHHeM ab0peBHATYpPbI
rpuda KoOHOUACHINATBHOCTH;

0) Ha MNEepBOM JIUCTE KOMHMHU B IPABOM
HIWOKHEM yIioy ¢ Jo0aBiieHueM aOOpeBHaTypbl
rpuda KoH(UACHINAIBHOCTH;

B) Ha BCEX JIMCTaX KOIUHU B MPABOM HIK-
HEM yriy c jnoOaBieHueM abOpeBuaTypsl rpuda
KOH(HICHIIMAIBHOCTH;

I) Ha BCEX JIUCTaX KOIMHUU IOCEepeuHe
HWOKHEro 1Mo ¢ Jo0aBiieHueM a0OpeBHaTyphl
rpuda KoH(UACHIUATEHOCTH.

10. Ykaxute MecropacrnoyiokeHue rpuda
OTPaHUYEHUS JI0CTYIA K JOKYMEHTY.

a) B HWOKHEM JIEBOM YTIJIy NEPBOT0 JIUCTA
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YIJIy IEPBOrO JIMCTA
JIOKYMEHTA;

B) B HIKHEM TIPAaBOM YIIIy IEPBOTO JIUCTA
JIOKYMEHTA;

I') B BEpXHEM MPaBOM YTy IEPBOIO JIUCTA
JIOKYMEHTA.

11. K kakoM JTOKyMEHTE COIEpKHUTCS HH-
dopmanus o0 MOPsIOK MPUCBOCHUS U CHATHS TpU-
¢da orpaHuuUEHMs JOCTYNa K KOH()HUICHINATHHBIM
JIOKyMeHTam?

a) TMOJIOKEHHE O CITYX)0e KOH(PUIEHITNATb-
HOTO JETIONIPOU3BO/ICTBA;

0) MHCTPYKIHS O MOPSAKE pabOThl ¢ KOH-
¢buneHIaTbHBIMU TOKYMEHTAMU;

B) JOJDKHOCTHBIE HMHCTPYKIUHM DPAOOTHU-
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KOB;

I') mepeueHb (CMHUCOK) BUIOB MHPOPMALIUU
KOH(HIEHIIMATIBHOIO XapaKTepa.

12. Kakue nomomHHUTENnbHBIE Tpadbl co-
JepKUT TaOJIMYHAsl YacTh HOMEHKJIATyphbl KOH(U-
JNEHINAIBHBIX AeII?

a) HOMep 110 MOPATKY;

0) rpud KOH(PUACHITUATEHOCTH JIENIa;

B) BUJ MH(POPMALUU OTPAHUYEHHOrO J0-
CTyIna, COAEPKAILECICS B JIEIIE;

I') HAaUMEHOBAaHHUE IMOJPa3/eNeHusi, KOTO-
pOMY MPEAOCTABISAETCS 1€N10;

1) OTMETKH O JBM)KEHUHM Jiea (apXUBHBIN
mmdp, HOMep U Jara akTa 00 YHHUTOXKCHHH, OT-
METKH 00 OTIPAaBIICHUH);

€) KOJINYECTBO JIUCTOB B JIEJIE;

) CPOK XpaHEHMs U HOMepa cTaredl Mo
HEPEYHIO;

3) Iepuo]] KOH(UACHINAILHOCTH JIea.

13. Crnennduveckoil COCTaBISAIONICH KOH-
(GUIEHIMATIBHOTO JIeNa SABIISETCS:

a) BHYTPEHHSAA ONUCH IOKYMEHTOB;

0) CIUCOK COTPYIHHMKOB, OMYIIEHHBIX K
ACIy,

B) 3aBEepUTENIbHAS HAAMKCH JIEIIa;

I') CHMCOK OTBETCTBEHHBIX MCIIOJHUTENEH.

14. Ilpu BbIIauYe KOH(UIEHIIMAIBHOTO Je-
Jla COTPYAHMKY OpraHM3al1y J1€1aeTCsd OTMETKA B!

a) KapTOUYKe y4eTa BbllauH Jiena;

0) KapTOuKe y4yeTa pa3perieHui;

B) KapTOYKe y4yeTa BblJJaul JJOKYMEHTOB;

') BHyTpEHHEH OnucH Jiena.

15. Kakum 1oxkymMeHTOM odopmisercs
npolenypa YHUYTOXKEHHsS KOH(UICHIIHATbHBIX
JIOKYMEHTOB, JIe]1 U HocuTesei nupopmaruu?

a) CBUJIETEIbCTBOM 00 YHUUTOXKEHUH;

0) cripaBKO¥ 00 YHUUTOXXCHUH;

B) MPOTOKOJIOM O XOJI€ YHUUYTOXKEHUS;

') aKTOM 00 YHUUTOXKEHHH.

16. KakoBa nepuogu4HOCTb MPOBEIEHUS
MIPOBEPOK HAIWYUS KOH(QUICHIMAIBHBIX JOKY-
MEHTOB?

a) He peke OJTHOTO pa3a B MOJIr0/a;

0) He pexe OJHOro pas3a B TOf;

B) HE PEXe OJIHOrO pa3a B TpH rojia;

T') HE pEXe OJJHOTO pa3a B IIATH JIET.

17. B KakoM JIOKyMEHTE OTpaKarOTCsl pe-
3yJIbTaThl IPOU3BEIECHHBIX MPOBEPOK MPABUIBHO-
CTH TPOCTABJICHUS OTMETOK O PErucTpaluu M
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JBYDKEHUM  KOH(QUIEHIMAIbHBIX  JIOKYMEHTOB,
JIell, HOCUTENeH U X (aKTHYECKOro HaTN4us?
a) B aKTe;

0) B IPOTOKOJIE;
B) B PCIIICHUH;
I') B [IPUKAa3e.

VYmMmern

NPUMEHSTh BBIOpaHHBIC
JOKYMEHTBI JIJISl Pa3HbIX
TUTIOB M BHJIOB ITyOJIMKA-
it B mpodeccruoHaib-
HOM JOeITeNbHOCTH, WC-
MOJIb30BaTh MX HAa MEX-
JTUCITUTUIMHAPHOM
YpOBHE

3ananue «Komniekc mep no 3awume KOHQuUOeH-
yuanvrou ungopmayuu. CmpyKmypHas opeaHu-
3ayus KOHPUIEHUUATbHO20 0eIONPOU3BOOCNBAY:
1. CrnpoexkTupoBaTh (CMOAETUPOBATH) KPYIHYIO
OpraHu3aINIo, ONPENEIUTh Chepy NeATEILHOCTH
U peliaeMble 3a1a4u.

2. [IpencraBuTh CBOM BapuaHT CTPYKTYpPHOU Op-
raHu3aluu CiaykO0bl KOH(HUIEHIIUAIBHOTO J1eJ0-
NPOM3BOJICTBA (pa3padoTaTh CTPYKTYpPY OpraHHU-
3allUd U TO0Ka3aTb MECTO CIY:KObl KOH(HICHIIH-
QIBHOTO JEJIOTNIPOU3BOJICTBA B JAHHOW CTPYKTY-
pe). Onucarb cTeneHb CaMOCTOATEILHOCTH CITYXK-
Obl KOH(UJIEHIIMAIBHOIO JEeJIONPOU3BOJICTBA, €€
MOYUHEHHOCTb.

3. OnpenenuTh MOJDKHOCTHOM W YUCICHHBIA CO-
CTaB pabOTHHUKOB CIYXObl KOH()HICHIHNATBHOTO
JIEJIONPOU3BO/ICTBA, C NEPEUUCIICHUEM JIOJKHOCT-
HBIX 00sI3aHHOCTEN MO KaX10W JOJKHOCTH.

4. OnpenenuTh HOPMATUBHbBIE aKThl, B TOM YHCIIE
JIOKaJIbHBIE, Ha KOTOPBIX OCHOBBIBACTCS OpraHU-
3amust paboThl CIY>KObI KOH(PUIACHIIUATHHOTO Jie-
JIONIPOU3BOJICTBA).

5. Omnpenenutb coaepKaHHe IepeuHs (CIHCKA)
BUJIOB MH(pOpMAIMKU KOH(QHUACHIIMATIBHOTO Xapak-
Tepa I CIPOECKTUPOBaHHOW opraHm3anuu. lle-
pedeHb 0OPMUTH B BUAE TAOIHUIIBI.

6. Omnpenenuth coaep:KaHHE IepeuHs (CIHCKaA)
JIOKYMEHTOB, COJIEpKaIMX MHPOPMALUI0 KOH(U-
JEHIIMATBHOTO XapaKTepa JJIsl CIPOSKTHPOBAHHOU
opranuzaiuu. [lepeuenb opopMHUTH B BHIE Tab-
JIVIIBI.

7. OnpenenauTs CHIMCOK PAOOTHUKOB OpraHU3alNH,
MUMEIOIINX MPAaBO JIOCTYNA K KOHPHUIACHIIHNATHHBIM
JIOKYMEHTaM.

8. CocraButh u ohopmuth [lomoxkenne o ciryxoe
KOH(HICHIIMATILHOTO JIETIONPOU3BOJICTBA

Bnanets

MPAKTUYCCKUMH  HaBBI-
KaMH1 BBISIBJICHUS WU OT-
Oopa JOKYMEHTOB s
pa3HbIX TUIIOB WU BUJIO0B
nyONMMKauii W HaBbIKA-
MH UX HUCITIOJIb30BaAHUSI

Ilepeyenb TeM M 3aJaHuii JJIsl MOATOTOBKH K

3avery:

1. [Tousarue KOH(HUICHIINATIBHOTO
JIEIIONIPOU3BOICTBA.

2. [Tpuznaku KOH(HUICHIIMAIBHOTO
JIEJIONPOU3BOJICTBA.
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3. CooTHomeHrne KOH(GUIESHIIUATBLHOTO U
OTKPBITOTO JIEIIOMPOU3BOICTBA.

4, O6menoctynmHas  uHGOpMALHS |
uH(pOpMaIKs OTPAHHYEHHOTO JTOCTYTIA.

5. CooTHomieHue nHpopmaruu
OTPAaHWYEHHOTO JIOCTYNAa C TOCYJapCTBEHHOM
TaWHOH.

6. Knaccudukanus CBEICHUIA
KOH(HICHIIMATHHOTO XapaKTepa M0 OCHOBAHHSM,
PEIYCMOTPEHHBIM JCHCTBYOIIAM
3aKOHOJIATEILCTBOM.

7. Caenenus, COCTaBJISIOIINE
CITy’)K€OHYIO TalHYy.

8. [Topsimox oOpaieHus ¢ JOKYMEHTaMH,

coAepKaIuMHU CITy’)KeOHYIO uHpopmaIuio
OTPAaHUYEHHOTO PACIPOCTPAHEHUSI.

9. CBenenusi, KOTOpblE HE  MOTYT
OTHOCUTBCS K chyxeOHoW Taitne. ['pud «Jlns
CITY’)K€OHOTO TIOJTB30BaAHUS.

10. Csenenusl, COCTAaBIISIIOIIINE
KomMMmepueckyro TaiiHy. I'pud «Kommepueckas
TaliHay.

11. Meponpusatus, HanpaBJI€HHbIE Ha
3aIIUTy KOMMEPUYECKON TalHBI.

12. [lepconanbHble JaHHBIE (CBEACHHUS O
rpaxaanax). CocTaB MepCOHANbHBIX JaHHBIX.

13. Knaccudukanms MEPCOHAITbHBIX
JTaHHBIX.

14. [Tonyuenue u o0OpaboTka

NEepCOHANBHBIX JaHHbIX. OCHOBHBIE TpeOOBaHUS
pu 00pabOoTKe MEPCOHANbHBIX TAHHBIX.

15. [lepenaya mnepCOHANIBbHBIX JIAHHBIX.
Omnpenenenne Kpyra JHI, HMEIONMX IPaBO
JIOCTYTIA K TIEPCOHAJIbHBIM JaHHBIM.

16. CBeneHusi, COCTaBIAIONIME  TaillHY
CJICJICTBUS U CYJOIIPOU3BOJICTBA.
17. Csenenus, CBSI3aHHBIC c

npodeccuoHanbHOM JesSTeNbHOCThIO (BpaueOHas,
HOTapuaJIbHasA, aJBOKAaTCKas  TalHa, TailiHa
MEPCINCKH, Te.]'Ie(i)OHHI)IX MEPETOBOPOB, MOYTOBBIX

OTIpaBl€HUH,  TenerpadHbIX  WJIH  HHBIX
COOOIIIEHUT).
18. CBefieHHsI O CYITHOCTH HM300peTeHHs,

TIOJIE3HON MOJISIIA WIJTH MTPOMBIIIJICHHOTO 00pasiia
no odunmanpHOW MyOnuKanud WHDOpPMAUUA O
HUX.

19. BapuaHTBI CTpYKTYpHOW OpraHu3aIiiu
KOH(I)I/I,Z[GHLII/IB.JIBHOFO ACJIOMPOU3BOJACTBA.
20. 3amaun W GyHKOMM, TpaBa H
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OTBETCTBEHHOCTb CJIy’KOBl KOH(HICHIIUATBHOTO
JIEJIONIPOU3BO/ICTBA.

21. JlokanbHblE ~ HOPMATHBHBIE  AKTHI,
YCTaHaBJIMBAIOLME HOPSAIOK paboThI c
KOH(HICHIIMATIbHBIMU JOKYMEHTAMHU.

22. Pexxum COXpPaHHOCTH
KOH(HIEHIIMATIBHBIX JOKYMEHTOB.
OTBETCTBEHHOCTh 3a pas3MVIallieHUE CBEICHUN
KOH(MJICHIIMATIbHOI'O XapakTepa

[1K-17 BnajeHreM METOJaMH 3aIIUTH HHPOPMAIHH

3HaTh

obmenpodeccuoHaIbHbIC
TEOPETUYECKHE MU METO-
TUYECKHEe OCHOBBI HH-
dbopMarmoOHHOH oe3-
OMACHOCTH U  3aIlUThI
uH(popManuu

Tecm ona camonposeepku

1. KakoBa ocHOBHas Lieib yuera KOH(DU-
JEHIUAIBHBIX JOKYMEHTOB?

a) perucrpanus KOH(UICHIMAIBHBIX J0-
KYMEHTOB;

0) oOecreueHue (HU3NYECKON COXPAHHO-
CTH, KOMIUIEKTHOCTH ¥ ILEJIOCTHOCTH KOH(UICH-
[IUATBbHBIX TJOKYMEHTOB;

B) oOecreyeHne MOMJIMHHOCTH KOH(PHUIEH-
[UATBbHBIX TOKYMEHTOB;

r) QopmMupoBaHue KOH(UIEHIIMAIbHBIX
JIOKYMEHTOB B JieJIa.

2. I'me mpocTaBisieTcst ITaMI ¢ yKa3aHueM
YU4ETHOTO HOMEpa M KOIUYECTBa JIUCTOB KOH(DU-
JIEHITUATBHBIX JJOKYMEHTOB?

a) B BEpPXHEM MPABOM YyIIIy KaKJOTO JIUCTA
JOKYMEHTa;

0) B BEpXHEM JIEBOM YTy KaKJIOTO JIMCTa
JOKYMEHTa;

B) B BEpXHEM IPABOM YIIIy TOJBKO MEPBO-
O JINCTA TIOKYMEHTA;

T') B BEPXHEM JIEBOM YTy TOJILKO TIEPBOTO
JUCTa JOKYMEHTA.

3. Kakas wunH(opmamus yka3bBaeTcs Ha
00J10’%kKax pabouux M CTeHOrpapUUecKUX TeTpa-
nen?

a) rpud KoH(MUIEHIMATBLHOCTH, (paMuIus
Y MHUIHAIBI UCTIOJIHUTENS, CPOK XPAHEHUS;

06) rpu¢d KOHOUAECHIMATBLHOCTH, KOJWYe-
CTBO JIUCTOB, (haMUJIMSI U MHUIIUATBI HCIIOJTHUTE-
TSt

B) BHJl HOCHUTENs, Tpu( KOH(HIECHIIUATH-
HOCTH, KOJIMYECTBO JIUCTOB;

r) BUA HoOcUTeNs, Tpud KOH(HUICHIUATH-
HOCTHU, (haMUJIHSI U MHUIUAIIBI UCTIOJTHUTES.

4. Jlo Ha4aja COCTaBIICHUS TEKCTa KOH(DU-
JEHIMAIBHOTO IOKYMEHTAa IIPOBOIUTCS OIEpalusi:

a) perucTpanuy KOHPHUACHIUATHHOTO J0-
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KYMEHTa;

0) perucrTpanuu HOCUTENs KOH(UICHIIH-
JIbHOM MH(pOpManuu;

B) PpEruCTpaly MakKeTa IOCTYNHBIIETO
JIOKYMEHTa;

I') COIJIaCOBaHME TEKCTa KOH(UIACHIMAIIb-
HOT'O JJOKYMEHTA.

5. Ecnu xoH(pUIEHIMATBHBIA JOKYMEHT
reyaTaeTcss ¢ 4YEepHOBMKA, Kakas HMHQopManus
YKa3bIBAETCS Ha TIEPBOM JIMCTE YEPHOBUKA?

a) KOJMYECTBO HEOOXOIAMMBIX 3K3EMILIA-
pPOB TPOEKTAa JIOKYMEHTa, KOJHYECTBO JIMCTOB
YEepPHOBHUKA;

0) KOJIMYECTBO JIMCTOB YEPHOBHUKA, (haMu-
TSI UCTIOJTHUTEIS,

B) KOJIMYECTBO HEOOXOJUMBIX 3K3EMILIA-
POB IIPOEKTa JOKYMEHTa, (aMUIIHsI HCIIOTHUTEIIS,

I') KOJUYECTBO HEOOXOJUMBIX 3K3EMILIS-
POB IIPOEKTa JOKYMEHTa, (paMUIHs UCTIOTHHUTEIS,
KOJINYECTBO JIMCTOB YEPHOBHKA.

6. I'me mpocraBnsieTcst yyeTHbIH HOMEp U
rpud KOH(UIEHIHMATBHOCTU Ha MpOeKTe KOH(DHU-
JIEHIIUATFHOTO JOKYMEHTa?

a) Ha KaXJO0M JIUCTE KaXJO0ro HK3eMIUIIpa
MPOEKTa TOKYMEHTA;

0) TOJNBKO Ha MEPBOM JIUCTE MPOEKTa J0-
KYMEHTa B OIPENEICHHOM JUIS 3TOT0 PEKBU3HTA
MecTe;

B) Ha BCEX JINCTaX NPOEKTa JOKYMEHTa B
JIEBOM HMKHEM YTIY JIMIIEBON CTOPOHBI;

T) Ha BCEX JIUCTAaX IMPOEKTa JOKYMEHTa B
IIPaBOM BEPXHEM YTy JIMIIEBOI CTOPOHBI.

7. C xako# omeparuu HauyMHaeTcsi padoTa
C TMOCTYNUBIIMMHU B OpPTraHU3alUI0 KOH(UIEHIIH-
QITBHBIMA JOKYMEHTaMH?

a) y4yeT MaKeTOB MOCTYMUBLIMX JTOKYMEH-
TOB;

0) ydet HocuTeneil napopmanmu;

B) BBOJI PErHCTPAIMOHHBIX JIAaHHBIX B aB-
TOMAaTHU3UPOBAHHYIO WJIM TPAJUIIMOHHYIO CUCTEMY
yueTa,

I') IpOCTaBJIeHHE Ha JOKyMEHTe TpHda
KOH(UIEHIIMATBHOCTH.

8. I'’me mpocTaBisIOTCS y4eTHble HOMeEpa
Ha TEKCTOBBIX JOKYMEHTaX BBIJICJIECHHOIO XpaHe-
HuUA?

a) B BEpXHEM MPABOM YTITy OOJIOKKH;

0) B BEpXHEM JIEBOM YTJIy OOJIOXKKH;

B) B BEPXHEM JIEBOM YIJIy KaXJOTO JINCTa
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JIOKYMEHTA;

T') B HIDKHEM IIPaBOM YTy OOJIOXKKH.

9. I'me mpocTaBiseTcsi Y4YETHBIH HOMED,
MIPUCBOCHHBIA KOMHUH KOH(DUIEHITHAIEHOTO JOKY-
MeHTa?

a) Ha TIEPBOM JIMCTE KOMHH IMOCEpEIUHE
HIDKHETO TM0oJIs C JoOaBieHUEM abOpeBHATYpPHI
rpuda KoH(pUIEHINATBHOCTH;

0) Ha MEpBOM JIMNCTE KOMHH B IIPaBOM
HIDKHEM yriIy ¢ pgo0aBieHHeM aOOpeBUaTypbl
rpuda KoH(UICHIIUATEHOCTH;

B) Ha BCEX JINCTAaX KOIMUHU B MPABOM HUXK-
HeM yriay ¢ nobaBieHueM abOpeBuaTypsl rpuda
KOH(UICHIIMATTLHOCTH;

I) Ha BCEeX JHMCTAaX KOMWUU TOCepenuHe
HUKHETrOo TMoyisi ¢ jJoOaBiieHHeM ab0peBHATYpPbI
rpuda KOH(OUACHITUATEHOCTH.

10. Ykaxure MecTopacnojoxkeHue rpuda
OTPaHUYEHUS IOCTYIA K JOKYMEHTY.

a) B HWDKHEM JIEBOM YTIIy MEPBOTO JIUCTa
JOKYMEHTA;

0) B BEpXHEM JIEBOM YIJIy MEPBOrO JIUCTA
JOKYMEHTa;

B) B HIDKHEM IIPaBOM YTIIy MEPBOTO JIMCTa
JOKYMEHTa;

T') B BEpXHEM MPABOM YTy MEPBOTrO JIHCTA
JOKYMEHTA.

11. K kakoM JOKYMEHTE COAEpKUTCS WH-
dbopMaris o OpSAIOK MPUCBOCHUS U CHATHS TPHU-
¢da orpaHuueHuss O0CTymna K KOH(UIEHIIUATLHBIM
JIOKyMeHTam?

a) MOJIOKEHHE O CIIy’KOe KOH(HIEHIIHAIb-
HOTO JIeTIOTIPOU3BO/ICTBA;

0) MHCTPYKIMA O MOpsiKe paboThl C KOH-
(bUICHIMATEHBIMHA JOKYMEHTAMHU;

B) JOJKHOCTHBIE HHCTPYKIIMH pPaOOTHH-
KOB;

I') epeyeHb (CIMMCOK) BUIOB MHPOPMALIUU
KOH(HMICHIIMAIIBHOTO XapaKTepa.

12. Kakue nomomHHUTENnbHBIE Tpadbl co-
JEP>KUT TaOJIMYHas 4acTh HOMEHKJIATYyphl KOH(DU-
JEHITUABHBIX Aen?

a) HOMep IO MOPSIIKY;

0) rpu¢ KOH(MUISHIINATEHOCTH JIeNa;

B) BUJ WHGPOPMAIMK OTPAHUYEHHOTO JI0-
CTyma, coaep Karieiics B Jene;

I') HAaUMEHOBAaHUE TMOJpPa3/eieHUs, KOTO-
pPOMY IIPEOCTABIIACTCS JIEII0;

1) OTMETKH O JBYDKCHHH Jesia (apXUBHBIN
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mudp, HoMep U Aara akTa 00 YHUUTOXKEHHH, OT-
METKH 00 OTIIpaBJICHUH);

€) KOJINYECTBO JIUCTOB B JIEJIE;

) CPOK XpaHEHMs U HOMepa cTaredl Imo
HEPEYHIO;

3) Iepuo]] KOH(UACHINAILHOCTH JIea.

13. Cneunduveckoil COCTaBISAIONICH KOH-
(buIeHIATBEHOTO JeTa ABISCTCS:

a) BHYTPEHHSAA OIUCH IOKYMEHTOB;

0) CIUCOK COTPYIHHMKOB, OMYIIEHHBIX K
ACILy;

B) 3aBEpUTEIIbHAS HAAMUCH JIENIa;

I') CHMCOK OTBETCTBEHHBIX MCIIOJIHUTEICH.

14. Ilpu BbIIaue KOH(UIEHIIMAIBHOTO Je-
Ja COTPYAHMKY OpPraHU3alMH JeNlaeTcs OTMETKA B!

a) KapTOYKe yueTa BbIIauM JIeNa;

0) KapTOUKe yueTa pa3pelieHHUI;

B) KapTOYKE y4eTa BbIAAYU JOKYMEHTOB;

') BHYTpPEHHEH OINUCH Jena.

15. Kakum JokyMeHTOM odopMisieTcs
nporenypa YHUYTOXKEHHsS KOH(UICHIIMATbHBIX
JIOKYMEHTOB, JIe]l 1 HocuTenel nHpopmManuu?

a) CBUJIETEJIbCTBOM 00 YHUUYTOKEHUH;

0) cripaBKOif 00 YHUUTOXKEHUH;

B) IIPOTOKOJIOM O XOJI€ YHUUTOKCHUS;

') aKTOM 00 YHUYTOKEHHH.

16. KakoBa mneproJu4HOCTh MPOBENEHUS
NPOBEPOK HAIMYMA KOHQUACHIHAIBHBIX JIOKY-
MEHTOB?

a) HE pexe OJJHOTO pasa B MOJIr0J1a;

0) He pexe OJTHOTO pas3a B TOJI;

B) HE pexe OJIHOro pas3a B TpH rojia;

T') HE peXe OJJTHOTO pa3a B IATh JIET.

17. B xakoM JOKyMEHTE OTpa)aroTcs pe-
3yJIBTaThl IPOM3BEACHHBIX MPOBEPOK MPABUIILHO-
CTH TPOCTaBJICHHS OTMETOK O PErucTpaluu Hu
IBWKCHUW  KOH(HIICHIMATHHBIX  JIOKYMEHTOB,
Jiel1, HOCUTeNeH U UX (pakTHYeCKOro Halu4us?

a) B aKTe;

0) B IPOTOKOIIE;

B) B pPELLIECHUH;

I') B IIpUKase.

VYmeTb

pacno3HaBaTh abdex-
TUBHOE TIPUMCHEHHE B
mpodeCCHOHAIBHON J1es-
TETHHOCTH METOJOB 3a-
IUTBl UHPOPMAIIMH  OT
Hea(ppekTUBHOTO

1. CopoekTupoBath (CMOACIUPOBATH) KPYITHYIO
OpraHu3aIUIo, ONPENENUTh chepy AEATENbHOCTH,
pelaeMble 3a/1a4u.

2. Pa3zpaboTraTh CTPYKTYpYy OpraHu3alMy U IOKa-
3aTh MecTo caykObl JIOY B maHHOU CTPYyKType
(Mozenn).
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3. [IpencraBuTh CBOM BapWaHT CTPYKTYPHOU Op-
ranu3aiuu cryxO0sl JIOY (pa3paboTarh CTPyKTYy-
py ciyx06s1 JIOY).

4. Onpenenutsh (QYHKIIMH TOIpa3ICICHUIN CITYKOBbI
JOV.

5. OnpenenuTh AOJKHOCTHOM M YUCIECHHBIA CO-
cTaB paboTHHKOB cinyxO0bl JIOY (ans kaxmoro
MOApa3aeyICHuUs ).

6. OnpenenuTp JIOKalIbHbIE HOPMATUBHBIE AKTHI,
Ha KOTOPBIX OCHOBBIBAETCS OpPTraHU3alus pPadOThI
cyx6s1 JIOY.

Bnaners

NPaKTUYECKUMU  HaBBI-
KaMH 3amuThl uHpOpMa-
UM U HaBbIKAMH MX HC-
MOJIb30BAHUS

3amganue «Komnaekc mep no 3awume KOHQOuUOeH-
yuanvrou ungopmayuu. CmpyKmypHas opeaHu-
3auusl KOHPUOECHUUATILHO2O DeIONPOU3BOOCBAY.
1. CopoexkTupoBath (CMOACIUPOBATH) KPYIMHYIO
OpraHH3aIHIo, ONpeAenuTh chepy IesTeTbHOCTH
U pelaeMble 3aJauu.

2. [IpencraBuTh CBOM BapuaHT CTPYKTYpHOU Op-
raHu3aluu CiIyXObl KOH(HIEHIUAIBHOIO J€J10-
MPOU3BOJICTBA (pa3paboTaTh CTPYKTYpPY OpraHu-
3alUM M TO0Ka3aTh MECTO CIyXObl KOH(UICHIIH-
aJIBHOTO JEJIONPOU3BOACTBA B JAHHOM CTPYKTY-
pe). Onucarb CTETEHh CAaMOCTOSTEILHOCTH CITYXK-
Obl KOH(HJIEHIIMATIBHOTO JAEJIONPOU3BOJICTBA, €€
MOTYUHEHHOCTb.

3. OnpenenuTh TOJKHOCTHOM M YUCIEHHBIA CO-
CcTaB paOOTHUKOB CIYXObl KOH()UICHIIMATIBEHOTO
JIEJIONPOU3BOJICTBA, C NEPEUUCICHUEM JTOJKHOCT-
HBIX 00513aHHOCTEN TT0 KaXI0W JOKHOCTH.

4. OnpenenuTh HOPMATUBHBIE aKThl, B TOM YHCIIE
JIOKaJIbHbIE, Ha KOTOPBIX OCHOBBIBAETCSI OpPraHU-
3anusi paboThl CIyXObl KOH(UAECHINAIBLHOTO J1e-
JIOTIPOM3BO/ICTBA).

5. Ompenenuth coaep:KaHWe TMepeuHs (CIUCKaA)
BUJ0B MHGOpMaIuu KOH(QUICHIMAIBEHOTO Xapak-
Tepa Al CHPOEKTUPOBaHHOM opranuzaiuu. lle-
pedeHb OPOPMUTH B BUE TAOTHUIIHI.

6. Ompenenuth coAepKaHWE TMepeuHs (CIHCKA)
JIOKYMEHTOB, COJepKalux MH(pOpMalnoo KoH)U-
JEHITMAIBHOTO XapakTepa AJis CIPOSKTUPOBAHHOM
opranuszanuu. Ilepeuenp odpopmuth B Buie Tad-
JUIIBL.

7. OnpenenuTh CHUCOK PaOOTHUKOB OpTaHU3aIINH,
UMEIOIINX MPABO JOCTYyIMa K KOH(HUICHIINATHHBIM
JIOKYMEHTaM.

8. CoctaButbh u opopmuth Ilonoxenue o cayxode
KOH(UCHIIMAIBHOTO JIeJI0MPOU3BOJICTBA.

[TK-20 crnocoOHOCTBIO MCTIOIB30BaTh MPABHJIA OPTAaHU3AIMH BCEX 3TAMOB PadOTHI C JOKYMEH-
TaMM, B TOM YHUCJIC ApXUBHBIMU JOKYMCHTAMU
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3HaTh OCHOBHbIE onpeneneHus | 1. M3yunuts cnenyromue HOpMaTUBHbBIE TOKYMEH-
Y TIOHSITUSI, OCHOBHBIE THI:

METOJIBI MCCIIEOBAHMM, |e 3akoH ot 21 urong 1993 r. Ne 5485-1 «O

OIIpEJIEICHUs IIPOLIECCOB | TOCYAAPCTBEHHON TaliHEY;

OpraHu3alliy BCEX ATa- |e Vkas3 IIpe3unenra Poccuiickoit denepa-

MoB paboThl ¢ JokyMeH- | muu ot 11 deBpamnst 2006 r. Ne 90 «O nepeune

TaMH, B TOM YHCJIE ap- CBEJICHN, OTHECEHHBIX K FOCYJapCTBEHHOMI

XUBHBIMHU JJOKYMEHTaMH,; | TaliHe»;
o ®denepanbHbii 3aKkoH 0T 27 utonst 2006 r.
Ne 152-@3 «O nepcoHanbHBIX TaHHBIX»;
. ®denepanbHbIi 3aK0H OT 29 utons 2004 r.
Ne 98-®3 «O xommepueckoil TaiiHe».
PaccMOTpeTh OCHOBHBIE MOHATHS, UCIOJIb3YEMbIE
B HOPMATUBHBIX JOKYMEHTAX; IMOJHOMOYHUS Opra-
HOB TOCYAApCTBEHHOM BJIACTM M JIOJKHOCTHBIX
JUI B 00JIaCTH OTHECEHMsI CBEJIEHUH K Tocynap-
CTBEHHOM TallHE M WX 3allUTHI; [IEPEYEHb CBEIE-
HUW, COCTaBJISIIOLIMX TOCYIapCTBEHHYIO TaiiHYy;
PEKBU3UTHI HOCUTEJIEH CBEICHMM, COCTABIISIIOIINX
rOCyJapCTBEHHYIO TalHy; MPUHLMUIIBI U YCIOBUS
00paboOTKN NEPCOHAIBHBIX JAHHBIX; IIpaBa CyOb-
€KTa MEePCOHANbHBIX JAHHBIX; OOS3aHHOCTH OIle-
paTopa mpu cOope MEepCOHAIBHBIX JAaHHBIX; OCO-
OCHHOCTH TIpeIoCTaBlIeHUsT HHPOPMAIIIH, COCTaB-
JSOIIEH KOMMEPUYECKYIO TalHY.
Vka3aTh NUCBMEHHO Ha3HAYEHUE KaXKIOTro U3
YKa3aHHBIX HOPMATUBHBIX TOKYMEHTOB.

YMmerb NpUMEHsTh TpaBuwia op-|1l. CopoekTupoBath (CMOIAEIUPOBATH) KPYIHYIO
TaHU3aIMM BCEX DTAroOB | OpraHU3AINIO, ONPEACIUTh chepy ACSITEIbHOCTH,
paboThl ¢ NOKYMEHTaMH, | periaeMble 3aJauu.

B TOM YHCJIe apXWBHBIMU | 2. Pa3paboTath CTPYKTypy OpTraHM3alMH U TIOKa-

IOoKyMeHTaMu B mpodec- [ 3aTh MecTo ciyxk0b1 JIOY B naHHO#M cTpyKType

CHOHAJIbHOW JIeITeINBHO- | (MOJIETB).

CTH; MCIIOJIB30BaTh X Ha | 3. [IpecTaBUTh CBOW BapWaHT CTPYKTYPHOU Op-

MEXIUCITUTITHHAPHOM ranu3anuu cryxO0sl JIOY (pa3paboTtath CTPYKTY-

YpPOBHE; npuoOperarts | py ciayxost JJOY).

3HaHUA B oOmactu wuc- (4. Onpenenuts GYHKIUU TOAPA3ACTECHUN CITyKOBI

110JIb30BaHus Mpasui op- [ JJOVY.

raHu3amnuy Bcex dTanoB |S. OnpenenuTs NOKHOCTHON M YUCIEHHBIM CO-

paboThl ¢ NOKYMEHTaMH, | cTaB pabOTHUKOB ciyxO0bl JIOY (mns kaxmaoro

B TOM YHCJI€ apXWBHBIMH | IOJPA3/ICTICHNUSA).

JIOKYMEHTaMU; 6. OnpenenuTh JOKaJIbHblE HOPMATHUBHBIE AKTHI,
Ha KOTOPBIX OCHOBBIBAETCS OpraHu3alus paboThl
ciyx6s1 JIOY.

Bnaners MPaKTUYECKUMHU 3amanue «Yder KOH(PUICHIUATHHBIX JOKYMEH-

HaBBIKAMH, CIIOCOOaMM
OILICHHUBAHUA 3HAYNMOCTHU
Y NIPAKTUYECKOU

TOBY:
1. OpopmMuTs OCHOBHBIE yueTHBIE (POPMBI KOH(DHU-
JICHIIMAJIBHBIX JOKYMEHTOB, BCTpEUaroOIIMecs Ha
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HPUTOTHOCTH,
OCHOBHBIMHU ME€TOAaMHN
penieHus 3a1a4 B
00J1aCTH HUCII0JI30BAHUS
HpaBWJI OPraHU3aAIH
BCEX ATAIOB paboTHI C
JOKYMEHTaMH, B TOM
YHUCJIC apXHUBHBIMU
JOKYMEHTaMU;

BCEX CTaIUAX KOH(UIACHIIMAIBLHOTO JIOKYMEHTO-
000poTa, U3 CIEAYIOUIEr0o CIHUCKa!

1) xypHan (KapToyka) ydeTa M3JaHHBIX KOHQH-
JCHIUATBHBIX PACTIOPSIUTEIbHBIX TOKYMEHTOB U
MIPOTOKOJIOB (110 KaXK/I0MY BUY OTAEIBHO);

2) )KypHaJI y4era M3JaHHBIX KOH(UICHIIMATbHBIX
JIOKYMEHTOB;

3) peecTp ydera BPEMEHHO MepelaBacMbIX KOH-
buaeHIMATBHBIX JOKYMEHTOB;

4) )xypHaJ y4yera MOCTYNUBIINX KOH(UIACHIMATb-
HBIX JOKYMEHTOB;

5) )xypHasl ydera KOH(HICHIMAIbHBIX JTOKYMEH-
TOB BBIJICJICHHOTO XPaHECHHUS;

6) kapTouka y4yeTa BbIIaYM KOH(UICHIIMAIBHOTO
JIOKYMEHTa (Z1ena);

7) )KypHaJI y4era KOMHUPOBaHUS KOHQHUICHIIHAb-
HBIX JIOKyMEHTOB;

8) mramn pasperieHuss Ha KOMHUpOBaHWE KOH(DHU-
JCHIIMATbHBIX JJOKYMEHTOB;

9) kapTOUKa KOHTPOJISI HCIIOJTHEHHs KOHPHUICHIIH-
QIBHOTO JOKYMEHTA.

2. CoctaButh M O(OPMUTH JOKYMEHTHI, COJEp-
JKarue KoH(GUISHIUATbHYI0 WH(OpMaIuio, mo/-
Jealye KONMpOBaHUIO, C YKa3aHUEM BceX HeoO-
XOJMMBIX PEKBH3UTOB M OTMETOK, HAHOCUMBIX Ha
JOKYMEHT B Hpollecce H3TOTOBJIECHUS KOMMHA, U
CaMH DK3EeMIUIIPBl KONMUK 3TUX JOKYMEHTOB, C
yKa3aHHEeM BCeX HEOOXOIUMBIX PEKBU3UTOB U OT-
METOK.

Konduaennuansueie T0KyMEHTBl OGOPMUTH IS
CJICAYIOIINX BUIOB KOTTMPOBAHHMS:

1) M3roTOBJEHHE IOMOJHUTENBHBIX JK3EMIUISIPOB
(TupaxkxupoBaHHe) KOHPHUIAECHIUATbHBIX JOKYMEH-
TOB;

2) cHATHE KONUH € KOH(QHUACHUUAIbHBIX IOKY-
MEHTOB;

3) mpPOM3BOJCTBO BHIMUCOK W3 KOH(DHICHIIMAIH-
HBIX JIOKYMEHTOB.

[1K-26 BnageHneM HaBbIKaMH 00pabOTKU JTOKYMEHTOB Ha BCEX 3Tamax JOKyMEHTO00OpoTa,
CHUCTEMATH3alMH, COCTABJIEHUSI HOMEHKJIATyphl JEJl

3HaTh

OCHOBHBIC OTIPE/ICIICHUS
Y TIOHATUS, OCHOBHBIE
METO/JIBI MCCIIEIOBAHMUA,
oTpesieNIeHus IPOIECCOB
00pabOTKH JOKYMEHTOB
Ha BCEX dTamax JO0KY-
MEHT0000pOTa, CUCTEMA-
THU3auu, COCTaBJIICHUA

N3yuuTh ciemyromue HOpMaTUBHBIE TOKYMEHTHI:
. 3akoH oT 21 uronst 1993 r. Ne 5485-1 «O
rOCyIapCTBEHHOMW TaiHEY;

. Vka3 IIpe3unenta Poccuiickoii denepa-
uu ot 11 deBpans 2006 r. Ne 90 «O nepeune
CBEJICHU, OTHECEHHBIX K FOCYJapCTBEHHOMN
TalHEY,

o ®denepanbHblil 3akoH 0T 27 utosst 2006 r.
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3JEMEHT OueHouHbIe CpEeACTBA
KOMIIETEHIINHU Th1 00yHeHus
HOMEHKJIATyphI JIET; No 152-®3 «O nepcoHaIbHBIX JaHHBIX;
. ®denepanbHblil 3akoH OT 29 utons 2004 r.
No 98-D3 «O koMMepUecKoil TaltHe».
PaccMoTpeTh OCHOBHBIE MOHSTHSA, UCIOJIb3yEeMbIe
B HOPMAaTUBHBIX JOKYMEHTAX; IIOJHOMOYHUS Opra-
HOB TOCYAApCTBEHHOM BJIACTU U JIOJKHOCTHBIX
JUI B 00JIaCTH OTHECEHMsI CBEIEHUM K rocyaap-
CTBEHHOM TalHE M WX 3allUTHI; [IEPEYEHb CBEIE-
HUW, COCTABJISIIOIIMX TOCYJapCTBEHHYIO TalHY;
PEKBU3UTHI HOCUTEJIEH CBEICHMM, COCTABIISIOIINX
roCyAapCTBEHHYIO TaliHy; MPUHLMUIIBI U YCIOBUS
00paboOTKM NEPCOHAIBHBIX JAHHBIX; IIpaBa CyOb-
€KTa MEePCOHANbHBIX JAHHBIX; O0S3aHHOCTH OIle-
paTopa npu cOope MEepCOHAIBHBIX JAaHHBIX; OCO-
OCHHOCTH MpeIoCTaBlIeHUsT HHPOPMAIIIH, COCTaB-
JSOIIEH KOMMEPUYECKYIO TalHY.
Vka3zarb TNHCBMEHHO HA3HAUYEHHME KaXKIOro U3
YKa3aHHBIX HOPMAaTUBHBIX JOKYMEHTOB
YmMmets OOBSCHATH (BBIABIATH U | 4. Beinuiure TepMHHBI M ONpPEAENICHUS,
CTPOUTH) TUIIUYHBIE MO- | OTIMCHIBAIOIINE MPOIECC BIAJCHUS HABBIKAMH 00-
nenu oOpaboOTKH JIOKY- | paOOTKH JOKYMEHTOB Ha BCEX 3Tamax JA0KyMeEH-
MEHTOB Ha BCEX JTamax | Too0opoTa, CHCTeMaTH3alluM, COCTaBJIEHHUS HO-
JOKyMEHTO000pOTa, CH- | MEHKJIATyphl Aen. JlaTh CpaBHUTEIbHBIA aHAIN3
CTeMaTu3aIui, COCTaB- | MOHSITHH.
JeHUsT ~ HOMEHKIIATYpHI | 5. [Ipoananu3upyiite HOpMaTUBHBIE TpebO-
Jiel; KOPPEKTHO BbIpa- | BAaHMs K OpPraHHU3allMd MpoIlecca BIAJCHUSI HABBI-
’KaTh W apryMEHTHPO- | KaMu 00pabOTKH JOKYMEHTOB Ha BCEX dTamax Jo-
BaHHO 000CHOBBIBATH | KYMEHTOO0OPOTa, CUCTEMATHU3AIMU, COCTABJICHUS
MOJIOKEHUs  00pabOTKU | HOMEHKIATYpPHI AeI.
JOKyMEHTOB Ha  BceX | 6. [Ipoananu3upyiiTe HOpMAaTUBHBIE TPeOO-
dTamax JOKYMEHTOO0O- [ BaHHs K OpraHM3alliu Mpolecca BiIaJeHUs] HaBbI-
poTa, cucTemMaTH3aluy, | KaMu oOpabOTKM JOKYMEHTOB Ha BCEX 3Tarax Jo-
COCTaBIIEHUS HOMEHKJIA- [ KyMEHTOOOOpOTa, CUCTEMATH3AI[UH, COCTABICHUS
TYpHI €T, HOMEHKJIATYPHI JICII.
Bnaners MeTOoJaMHU 00pabOTKHI 3aganue «HomeHkatypa 1en»:

JIOKYMEHTOB Ha BCEX
JTanax
JIOKyMEHT0000poTa,
cUCTeMaTH3alllH,
COCTaBIICHUS
HOMEHKJIaTypHI JIe7;
crocob6amMu OIleHUBaHUS
3HaYMMOCTH U
MPaKTUYECKOU
HNPUTOIHOCTH 00PaOOTKU
JIOKYMEHTOB Ha BCEX
JTanax
JIOKYMEHTOO000pOTAa,
CHCTEMaTH3allHH,

1. CoctaButh U 0GOPMUTH HOMEHKJIATYpy KOH-
bUICHIMATBHBIX JEN s KOHKPETHOW OpraHu3a-
117078

2. CocTtaBUTh U OPOPMUTH CIIEAYIOIINE JOKYMEH-
THI M3 CIHUCKAa, HEOOXOIUMBIE HA CTaIUU OPOpPM-
JICHUS. W MOATOTOBKHM KOH(MUIEHIMAIBHBIX AeN K
nepeaaye Ha apXMBHOE XpaHEHHE W TP MPOBEJIE-
HUU MIPOBEPOK HATMYUS KOH(PHUACHIIUATBHBIX JEI,
JIOKYMEHTOB M YYETHBIX KYPHAJIOB:

1) cripaBKa-3aMeCTHTEN b TJOKYMEHTOB JIeIa;

2) 00105kKa KOH(PHUICHIIMATBHOTO JIEIa;

3) BHYTpEHHSIS ONTUCH IOKYMEHTOB JICNa;

4) xkapTouka ydeTa BBIJaYd KOH(HICHIIHAIHLHOTO
JIeI1a;
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COCTaBJICHUS
HOMEHKJIATYPHI IS,
OCHOBHBIMH METOJIAMH
peleHus 3a1a49 B
obsactu 00paboTKH
JIOKYMEHTOB Ha BCEX
JTamax
JIOKyMEHTO0000pOTa,
CHCTEMaTH3aIlHH,
COCTaBJICHUS
HOMEHKJIATYPHI JIell.

5) nucT-3aBepUTeNb Jeia;

6) aKT O BBIZCICHUU K YHHUYTOXKCHHIO KOH(UICH-
[UAJBHBIX JIeJ1 U JOKYMEHTOB,;

7) aKT 0 MpoBepKe KOH(UACHIIMAIBHBIX JIeT, 10~
KYMEHTOB M yYETHBIX KYPHAJIOB

JIIK-2 crnocoOHOCThIO OPUEHTUPOBATHCS B 3aKOHO/ATENbHOW U HOPMAaTUBHO-METOINYECKOM
6a3e MH(OPMAIIMOHHO-T0KYMEHTAIIMOHHOTO 00ECIeYeH sl YIIpaBIeHUs U apXUBHOTO Jiela U
CMEXHBIX 00JacTeil

3HaTh

3aKOHOJIATEIFHYIO u
HOPMATHUBHO-
METOJMYECKYI0 0a3zy WH-
(dbopMaroHHO-
JOKYMEHTAIIHOHHOTO
oOecrieyeHus  yrpasiie-
HUS U apXUBHOTO JIeNa;
paBoOBylO 0a3y CMex-
HBIX oOmacteil B cdepe
KOH(HJICHIIMATIBHOTO JIe-
JIOTIPOU3BOJICTBA

W3yuuts cienyromnyie HOpMaTUBHbIE IOKYMEHTBHI:
. 3akoH ot 21 uronst 1993 r. Ne 5485-1 «O
rOCYJIapCTBEHHOM TaiiHEY;

. VYkas3 IIpe3unenra Poccuiickoin denepa-
1y ot 11 pespains 2006 r. Ne 90 «O nepeune
CBEJICHU, OTHECEHHBIX K FOCYJapCTBEHHOMN
TalHEY;

. ®denepanbHblil 3akoH 0T 27 utons 2006 r.
Ne 152-03 «O nepcoHanbHBIX TaHHBIX»;

. ®denepanbHblil 3ak0H 0T 29 utons 2004 r.
No 98-D3 «O koMMepuecKoii TaliHey.
PaccMOTpeTs OCHOBHBIE MOHSTHS, UCIOIb3YyEMbIE
B HOPMAaTUBHBIX TOKYMEHTaX; MOJHOMOYMS Opra-
HOB TOCYAApCTBEHHOM BIJIACTU U JOJKHOCTHBIX
JUI B 00JIaCTH OTHECEHMsI CBEIEHUU K rocyaap-
CTBEHHOW TallHE M MX 3alllUThl; [IEPEUEHb CBEJE-
HUW, COCTABJISIIOIIMX TOCYJIapCTBEHHYIO TalHY;
PEKBU3UTBI HOCUTEJIEH CBEIEHUMN, COCTABISAIOLINX
FOCYJapCTBEHHYIO TalHY; MPUHLMUIBI U YCIOBUSA
00paboTKM MEePCOHABHBIX JAaHHBIX; MpaBa CyOb-
€KTa MEePCOHANBHBIX JAHHBIX; O0S3aHHOCTH OIle-
paTtopa mpu cOope MepCOHATBHBIX JAHHBIX; OCO-
OEHHOCTH MpeOCTaBIeHUs HHPOPMALIUHU, COCTaB-
JSOIIEH KOMMEPUYECKYIO TalHY.

VYka3aTh NMCbMEHHO Ha3HAUYEHUE KaX10T0 U3
YKa3aHHBIX HOPMATHUBHBIX TOKYMEHTOB

VYmMmern

NPUMEHITh H ONEPHPO-
BaTh 3aKOHOJIATEIBHON U
HOPMAaTUBHO-

METOUYECKOi 0a30il 10-
KYMEHTaIIMOHHOTO 00ec-
NICUCHUS YIPABJICHUSA U
apXMBHOTO JIeJia, a TAKKe
CMEXHBIX oO0iacTei B
chepe KoOH(pHACHINATD-

1. CopoekTupoBath (CMOACIUPOBATH) KPYITHYIO
OpraHu3alUIo, ONPENENUTh chepy AeATeNbHOCTH,
pelaeMple 3a/1auH.

2. Pa3zpaboTraTh CTPYKTYpYy OpraHu3alMy U IOKa-
3aTh MecTo cnykObl JIOY B maHHOU CTPYyKType
(Mozens).

3. [IpeacraBuTh CBOIl BapuaHT CTPYKTYPHOU Op-
ranuzanuu ciyxosl 10Y (pa3paboTarb CTPYKTY-
py cayx0b1 JIOY).
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HOT'O ACJIOIIPOU3BOACTBA

4. Onpenenutsh (QYHKIIMHM TOIpa3ICICHUIN CITYKOBbI
JOV.

5. OnpenenuTs TOJKHOCTHOM W YUCICHHBIM CO-
crtaB paboTHUKOB ciayxO0bl JIOY (st kaxmoro
Mo/Apa3ieyICHuUs ).

6. OnpenenuTh J0KaIbHbIE HOPMAaTUBHBIE AKTHI,
Ha KOTOPBIX OCHOBBIBAETCS] OPTaHU3AIHS PAOOTHI
ciyx6os1 JIOY.

Bnanets

crioco0amMH  OIICHUBaHUS
3HAYMMOCTH U MPaKTHYEC-
CKOW TPHUTOHOCTH HC-
MOJIb30BAHUS 3aKOHOA-
TEJILHOW ¥ HOPMATHUBHO-
METOAMYECKOM 6azoii
nH(pOpMaIMOHHO-
JIOKYMEHTAI[MOHHOTO
oOecrieyeHus  yrpasiie-
HUS U apXHUBHOTO JIeJia U
CMEXKHBIX oOnacted B
chepe KoH(pHIEHITUATH-
HOTO JICTIONPOU3BO/ICTBA

Ilpumepnuie 6onpocel K 3aueny

1. [TonsATHE KOHMUACHIINAIBLHOTO AEIOMPO-
U3BOJICTBA.

2. [Tpu3Haku KOHPHUAESHIINATHHOTO IEI0NpPO-
U3BOJICTBA.

3. CooTHomenne KOHQUACHIIUAIEHOTO U OT-
KPBITOTO JIETIONPOU3BOACTBA.

4. Oo6menocrynHas nHGpOpMaIus 1 nHPOp-
Malusi OrpaHUuYEeHHOr0 JIOCTYIIA.

5. CooTHolieHne HHPOpMaIU OIPaHUYEH-
HOT'O JIOCTYIIa C TOCYJapCTBEHHOMN TalHOIA.

6. Krnaccudukanus cBeneHunii KoHOUICHITU-
QIIBHOTO XapaKTepa M0 OCHOBAHHSM, ITPEIYCMOT-
PEHHBIM JICHCTBYIOIINM 3aKOHOAATEITHCTBOM.

7. CBenieHus1, COCTABIISIIOIINE CITYKEOHYIO
TaHYy.
8. [Topsimox oOpaleHus ¢ TOKyMEHTaMH, CO-

JeprKalMMHU CIykeOHYI0 HH(OpMaLIHIO OTpaHu-
YEHHOT'O PACIPOCTPAaHEHHUS.

9. CBeznieHUs1, KOTOPBIE HE MOTYT OTHOCHTBCS
K ciyskeOHoM TaitHe. 'pud «/lns cmyxebHoro
MOJIb30BaHUY.

10. CBenieHus1, COCTaBIISAIONINE KOMMEPUECKYIO
TalHYy.
11. MeponpusATHs, HalpaBJIECHHBIE HA 3aIUTY

KOMMEPYECKOU TANHBI.

12. [TepconanbHbIC JaHHBIEC (CBEICHUS O
rpaxkanax). CoctaB IE€pPCOHATBHBIX TAHHBIX.

13. Knaccudukanus nepcoHalbHBIX JaHHbBIX.
14. [Tony4yenue u 06paboTKa MEPCOHATBHBIX
naHHbIX. OCHOBHBIE TpeOOBaHUS TP 00pabOTKE
MEPCOHAIIbHBIX JTAHHBIX.

15. [lepenava nepcoHanbHBIX TaHHBIX. Omnpe-
JIeJIEHNE Kpyra JIML, UMEIOIINX MPaBo J10CTyNa K
MEePCOHAIBHBIM JTaHHBIM.

16. CBenenusi, COCTaBISAIONINE TAWHY CIIE/I-
CTBUS U CYAOIPOU3BOJICTBA.

17. CBezieHus1, CBsI3aHHbIE € TIPO(PECCHOHATb-
HOM JICSITEIBHOCTHIO (BpaueOHas, HoTapuaibHas,
aJIBOKATCKas TaifHa, TailHa MEepPEenucKy, TenedoH-
HBIX IIEPErOBOPOB, MOYTOBBIX OTIIPABIICHUH, TeJe-
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rpadHBIX WK HHBIX COOOIICHHMIA).

18. CBezieHUs1 0 CyITHOCTH N300pETEHus, 1Oo-
JI€3HOM MOJIEIM WJIN TIPOMBIIIIIEHHOTO 00pasma 10
odunranbHON MyOnUKanuyu HHPOPMALIUU O HUX.

19.  BapuaHTBI CTPYKTYpPHOUH OpraHu3aiuu
KOH(HICHIIMATIHLHOTO IETONPOU3BOJICTBA.
20. 3amaun U QyHKIMH, IpaBa U OTBETCTBEH-

HOCTB CITyObI KOH(UACHIUAILHOTO AETOMPOU3-
BOJICTBA.

21.  JlokaibHbIC HOPMAaTHUBHEIC aKThI, yCTaHAB-
JIMBAFOIIUE MTOPSIOK PabOThI ¢ KOH(HICHIIHATb-
HBIMH JJOKyMEHTaMHU.

22. PexxuM coxpaHHOCTH KOH(DHICHIIMATBHBIX
JIOKYMEHTOB.

23. Haznauenue u BUbI yueTa KOHOUACHIIH-
QJIBHBIX JIOKYyMEHTOB.

24. Yyer HocuTenel KOHPUICHIINATHHON UH-
dbopmaruu.

JITK-6 criocoOHOCTRI0 OpraHU30BaTh padOTy ¢ JOKYMEHTAMHU, COACPKAIUMU UH(POPMAIIHAIO

OI'paHUYCHHOI'0 JOCTYIId

3HaThb o0menpogeccuoHaIbHbIE
TEOPETUYECKHE M METO-
JIMYECKUEe OCHOBBI palo-
TBI C JOKYMEHTaMH, CO-
JepKalMu - uHpopMa-
U0 OTPAaHUYEHHOTO J0-
cTyna

Tecmui 0na camonposepku:

1. Kakoil JOKyMEHT OIpeelisieT nepeueHb
CBEICHMM, COCTABIIIOIIUX TIOCYAApCTBEHHYIO
Tainy?

a) Ilocranosnenue IlpaButenscrtea PO or
11.02.2008 Ne 138 «O mepeuHe CBeJIEHUI, OTHE-
CEHHBIX K TOCYJapCTBEHHOH TaliHEY;

0) Yka3 [Ipesunenta PO ot 30.11.1995 Ne
1203 «OO0 yTBep)KIeHUU MepeuHsl CBEJIEHHM, OT-
HECEHHBIX K TOCYIapCTBEHHON TallHEeY;

B) IlocranoBnenue IlpaButensctBa P® ot
23.11.1996 Ne 18 «OO0 yTBepkIE€HUHM TIepeyHs
CBEIICHHMM, COCTaBISIOIIUX TOCYAAPCTBEHHYIO
TaHY»;

r) Yka3 [Ipesugenra PO ot 11.02.2006 Ne
90 «O mepeuyHe CBEIECHMI, OTHECEHHBIX K IOCY-
JTApCTBEHHOM TalHEe».

2. Kakue cBeleHusl COCTaBIAIOT rocyaap-
CTBEHHYIO TaliHYy?

a) cBeJIeHHUs B 00J1aCTH SKOHOMUKH, HAYKU
U TEXHUKH;

0) cBeJICHHsI B BOCHHOM 00JIacTH;

B) CBEJEHHUS B 00JaCTH BHYTPHUIKOHOMHU-
4EeCKOU JIESITENIbHOCTH FOCY1apCTBa;

I) CBEJCHHUS B 00JIAaCTH pa3BeIbIBATEIb-
HOHM, KOHTpPa3BEIbIBATEILHON M OIEPATUBHO-
PO3BICKHOM JEATEIbHOCTH;

1) cBeJleHUs] B 00JacTH HayKu, u3o0pere-
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HUH U MOJIE3HBIX 00pa3I0B TEXHUKHU;

€) CBeJCHUs B 00JIACTH BHEIIHEH MOJIUTH-
KU U SKOHOMUKH;

3. Kak ®enepanbubiii 3akoH ot 27.07.2006
Neo 149-®3 «O6 undopmaruu, HHGOPMAITMOHHBIX
TEXHOJIOTUSIX U O 3aIuTe WHPOpMAUN» ONpee-
JSIeT TOHATHE «KOH(UACHLIHUAIBLHOCTh HH(pOpMa-
Uun»?

a) obs13aTenpbHOE IS COONIOJICHUST OTepa-
TOPOM HJIM MHBIM JIUIIOM, TTOJIYYUBIIUM JIOCTYII K
uH(popMaluu, TpeOOBaHUE HE JOMYCKaTh €€ pac-
NpOCTpaHeHus1 06e3 coracusi CyObeKTa WM HaIH-
YUl THOT'O 3aKOHHOTO OCHOBAHHMS;

0) O3HAaKOMJICHHE OMPEICICHHBIX JHI[ C
KOH(pUICHIMATBHOW HH(OpMalLIMel, TOIBKO C CO-
rmacusi ee obnajgatens WIM Ha WHOM 3aKOHHOM
OCHOBaHUU TIPU YCIIOBUH COXPaHEHUS KOH(HICH-
UATBHOCTH 3TOM HH(OpMaLIUK;

B) IPaBOBBIC, OPraHU3AIMOHHBIC, TEXHH-
Yeckue U WHbIe IMpUHHUMaeMble o0JajaTeneM WH-
(dbopmaru MephI IO €€ OXPaHe;

') 00s13aTeNIbHOE /7SI BBITIOJTHEHHS! JTUIIOM,
MOJTYYHMBIIUM JIOCTYII K OTpeeieHHoW nH(popma-
uu, TpeboBaHME HE MepeaaBaTh Takyl HUHGPOpP-
MAaIuIo TPETbUM JuIaM Oe3 coryiacusi ee olnaja-
TeJsl.

4. Kakoli JOKYMEHT OIpeIeNsieT BUJIbI
KoH(pUIeHIHanbHON nHopmaru?

a) Ilocranosnenue [lpaButensctea PO ot
11.02.1997 Ne 118 «OO6 yTBepkIEHUU BHUJIOB
KOH(pHACHIIMAIIbHON HH(DOpMAITUN»;

0) Yka3 Ilpesunenta PO ot 06.03.1997 Ne
188 «O06 yrBepxknenun [lepedns: cBeaeHU KOH-
(bUICHIIMATBEHOTO XapaKTepay;

B) [locranoBnenue IlpaBurenscrea PO ot
11.02.2006 «O6 yrtBepxaenun Ilepeuns cmene-
HUN KOHPUICHIIMAIBHOTO XapaKkTepa,

r) Yka3 [Ipesunenta PO or 23.11.2006 «O
BUJaX MHpOpMAIMK KOH(QUICHIMATBEHOTO Xapak-
Tepay.

5. Kakas cocraBnsmomas ominyaeT KoHpuU-
JeHIIMAIbHOE JEJONPOU3BOACTBO OT OTKPBITOTO
JIETTONTPOU3BOICTBA?

a) 3aImuTa cojepxkaieics B KOHGUICHIIH-
AIbHBIX IOKYMEHTaxX UHPOpMAIIIH;

0) IIOKyMEHTHpOBaHHE KOH(HUACHINAIb-
HOU MHpOpPMAITIH;

B) opraHu3aius paboTbl ¢ KOH(HUICHIIH-
AIbHBIMU JOKYMEHTaMH;
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I') perucrpanus KOH(pUICHLIMAIbHBIX [0-
KYMEHTOB.

6. Kakue HopMaTHBHbIE JTOKYMEHTHI yCTa-
HABJIMBAIOT €MHBIN MOPSIOK co3aanusi, 00padoT-
KH, XpaHEHHsI U UCIOJIb30BAHUSA KOH(DUICHIUAIb-
HBIX JIOKYMEHTOB B OpraHU3aIiu’?

a) CIMCOK  pa0OTHUKOB  OpraHU3alluH,
UMEIOIIUX MPAaBO JIOCTYNA K KOH(PHUACHIHATBEHBIM
JOKYMEHTaM;

0) nepeyeHb HEPErUCTPUPYEMBIX JOKY-
MEHTOB;

B) MHCTPYKLHUS O MOPsIKE pabOThI C KOH-
buneHIaTbHBIMU IOKYMEHTAMU;

I) MEepeYeHb JOKYMEHTOB, COJEPIKaIINX
MHPOPMaLIKIO KOHPUIEHIIMATBHOTO XapaKTepa;

1) MHCTPYKLIUS 1O AETIONPOU3BO/ICTBY;

€) mepeyeHb BHIOB MH(OpMaIu KOH(U-
JICHLIMAIbHOTO XapaKkTepa;

K) TepeYeHb YHU(PHUIMPOBAHHBIX (OpPM
KOH(HIEHIIMATIbHBIX JOKYMEHTOB.

7. B COOTBETCTBHM C KAaKUMHU CIELHUAJb-
HBIMU JIOKYMEHTaMHU JeHCTBYeT ciyxk0a KOH(pHU-
JIEHIIUATILHOTO JEJIONPOU3BOCTBA?

a) MOJIOKEHHE O CIIy)KOe KOH(HIESHIHAIb-
HOTO JIETIOTIPOU3BO/ICTBA;

0) MHCTPYKIMS O MOpsiaKe paboThl C KOH-
buIeHIaTEHBIMU TOKYMEHTAMU;

B) JOJDKHOCTHBIE WHCTPYKLUHU pPaOOTHU-
KOB;

I') IpaBUja BHYTPEHHEro0 TPYJIOBOTO pac-
Mopsi/IKa.

8. I'mle MOKHBI XpaHUThCS 3allacHbBIC dK-
3eMIUISIPBI KJIFOYEeH OT TOMEIIeHU KOH(UICHIIH-
QJIBHOTO JIeJIONPOM3BOJICTBA, PACHAIIHbIX MeTall-
JUYECKUX PEIIEeTOK Ha OKHAaX, ceiidoB u mKado?

a) B KaOuWHeTe y pyKOBOJHUTENSI OpraHu3a-
LHn;

0) B oneyaTaHHbIX HOMEPHOH IMeYaThlo Me-
HaJlaX WJIM KOHBEpTaxX Iojpa3fesieHusi KOH(H-
JICHIIMAIBHOTO JEJONPOU3BOICTBA WIH B CIIyX0e
0€30I1aCHOCTH.

B) B ONEUATaHHBIX MEHaJax MM KOHBEPTaX
Ha BaxTe;

r) B celipe B Oyxrantepuu.

9. Kak odopmiseTcss pa3pemieHre Ha J10-
CTYH K MOCTYIHBIIUM WJIM U3aHHBIM KOH(UACH-
UAJIbHBIM IOKyMEHTam?

a) Ha OOOpOTHOH CTOpOHE NOKYMEHTa B
BUJIE HITAMIIA;
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0) B BUJIE «OTMETKH O JIOCTYyIl€ K JOKY-
MEHTY»;

B) B BUJIe «TpH(Da COTIIACOBAHUSIY;

) B hopme pe30Itonun Ha JOKYMEHTE.

VYmMmern

OCYIICCTBIISATh U OPTaHH-
30BBIBaTH  paboOTy Ha
pohecCuOHATEHOM
YPOBHE C JIOKYMEHTAaMH,
comepkammmu  ©HMOP-
MallMI0  OrPaHHYECHHOTO
JOCTyTa

[TuceMEHHO OTBETUTH Ha CIIEAYIOLIUE BOIPOCHI,
yKa3aB HaMEHOBAHHWE HOPMATUBHOI'O TOKYMEHTA,
TOYHYIO (HOPMYITHPOBKY, MOATBEPHKAAIOUIYIO BbI-
CKa3bIBaHHE, HOMEpP IIYHKTa U HOMEp CTaTbH:

. PaccmaTpuBaercs 1M 4elloBEK B KayeCcTBE
HOCUTEJIl CBEIEHUH, COCTaBIAIOLIUX Trocyaap-
CTBEHHYIO TaliHYy?

. Kakoif MakCuMaJIbHBIM CPOK pacceKpeyu-
BaHUsl CBEJCHUN, COCTABIISIIOIIMX TOCYAApCTBEH-
HYIO TaliHy?

. Kak yacto HeoOXoaumo mnepecMaTpHuBaTh
NEpeYHU CBEJCHHM, MOAJEKAIIUX 3aceKpeurBa-
HUIO?

. Kto HaneneH mpaBoM HpOAJICHHs IEpPBO-
HAYaJIbHO YCTAHOBJIEHHBIX CPOKOB 3aCEKpeunBa-
HUSl HOCHUTEJEH CBENEHMH, COCTABIAIOUIMX TOCY-
JAPCTBEHHYIO TaliHY?

. B kakux ciy4yasx HOCHUTENH CBEIECHHUH, CO-
CTaBJISIIOIIMX TOCYJAapCTBEHHYIO TalHy, MOTYT
OBITh PacCEKpEUYEeHbI JO UCTEUEHUsI CPOKOB UX 3a-
CeKpeYnBaHUs?

. Ha kakue oTHOIIEHUsI HE pacpoCTpaHsET-
cs neiictBue @DenepanbHoro 3akoHa «O mepco-
HaJIbHBIX JTAHHBIX»?

. Ha ocHOBe KakuX NPHUHIMIIOB OCYIIECTB-
asieTcst 00paboTKa MePCOHANBHBIX TaHHBIX?

. B kakux ciydasx CBeIEHHS O CYObEKTe
NEPCOHANBHBIX JIAHHBIX MOTYT OBITH B Jr000€
BpEMsI UCKJIFOUEHBI U3 OOIEJOCTYIHBIX UCTOUHHU-
KOB IIEPCOHAJIBHBIX JaHHBIX?

. Uro mpeamnonararoT AEMCTBUS MO 00€3/1H-
YMBAHUIO NIEPCOHAJIBHBIX JAHHBIX?

. Kto sBnsiercst obnagarenem nHpopMaium,
COCTaBJIIAIOLIEN KOMMEPYECKYIO TaliHY?

. B kakux cioyyasx u KoMy, o0ianaTenb UH-
dbopmanuu, COCTaBISIOMIEH KOMMEpPYECKYIO Tai-
HY, 00513aH npeaocTaBuTh 3Ty uHpopmanuio? Kak
3TO JOJHKHO OBITH OhopmIiieHO?

B kakux ciyuyasx uH(popMmanus, COCTaBJIAOLIas
KOMMEpUYECKYIO TaiiHy, o0nagaTeneM KOTOpOil sB-
JsieTcs Apyroe JMIO, CUUTAETCs MOJYyYEHHOH He-
3aKOHHO?

Bnanets

HaBbIKaMH I10 OCYLICCTB-
JICHUIO W OpraHu3aluu

IlIpumepnuvie 6onpocel K 3auemy
1. [TonsTHE KOH(UACHIIMAIBLHOTO JAETONPO-
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CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemblie pe3yibTa-
TBI O0yUYCHHS

OneHouHble CpeCTBa

paboTel Ha mpodeccuo-
HAJILHOM YPOBHE C JI0-
KyYMEHTaMH,  COJAepKa-
UMU nH(pOPMAIIHIO
OTPaHUYECHHOTO JIOCTYIA

U3BOJICTBA.
2. [Tpu3Haku KOH(PHUAESHIIMATIHHOTO IEI0IpPO-
U3BOJICTBA.

3. CooTHoenne KOHQUACHIIUAIEHOTO U OT-
KPBITOTO J€JI0NPOU3BOCTBA.

4. Oo6menocrynnas nHGpoOpMalus u nHPop-
Mallysi OrpaHUYEHHOr0 JJOCTYIIA.

S. CootHotienne nH(popMaIu OrpaHuveH-
HOTI'0 JIOCTyIa C TOCY/IapCTBEHHOW TaliHOM.

6. Knaccudukanus cBeneHunii KoHOUICHITI-
JIBHOT'O XapaKTepa M0 OCHOBAHUSAM, IIPEyCMOT-
PEHHBIM JICHCTBYIOIUM 3aKOHOAATEIHCTBOM.

7. CBenieHus1, COCTABIISIONINE CITYKEOHYIO
TalHYy.
8. [Topsimox oOpallieHus ¢ TOKyMEHTaMH, CO-

JepKAIMMHE CITY)KEOHYI0 HH(POPMAIIUIO OTpaHu-
YEHHOTO PACIPOCTPAHCHHUS.

9. CBeneHusi, KOTOpbIE HE MOTYT OTHOCUTBHCS
K cryxeOHou Taitae. ['pud «is cioyxedbHOTO
MI0JIb30BAHUSY.

10. CBenieHus1, COCTaBIISAIONINE KOMMEPUECKYIO
TalHYy.

11. MeponpusATys, HalpaBJICHHbBIE HA 3aLIUTY
KOMMEPYECKOU TAHBI.

12. IlepconanbHbIe TaHHBIE (CBEACHUS O
rpaxaanax). CocTaB nepcOHaNbHbIX JaHHBIX.

13. Knaccugukanus nepcoHalbHbIX JaHHbBIX.
14. [Tony4yenue u 06paboTKa MEPCOHATBHBIX

nanHbiX. OCHOBHBIE TpeOOBaHUs pU 00padOTKe
NEPCOHAIbHBIX JaHHBIX.
15. Ilepenava nepcoHanbHbIX TaHHBIX. Omnpe-
JiefieHre Kpyra JIHIl, UMEIOIUX MPaBo 10CTyIa K
MIEPCOHATHHBIM JTAHHBIM.

16.  Csenenusi, cocTaBIAIONIUE TaHY ClIE-
CTBHSI U CYZOIIPOM3BOJICTBA.
17. CBezieHus1, CBsI3aHHbIE € TPO(ECCHOHATb-

HOM JIesTeNIbHOCTBIO (BpaueOHasi, HoTapHalibHasl,
a/IBOKaTCKas TaifHa, TailHa mepenucKu, TenedoH-
HBIX TIEPErOBOPOB, MOUTOBBIX OTIIPABJICHUH, Tele-
rpadHBIX UM UHBIX COOOIEHU).

18. CBeieHHs O CYIIHOCTH W300pETEHUS, T10-
JIe3HON MOJIeNTH MJTH MTPOMBILIIEHHOT0 00pasia 10
opuIMaTBbHON MyOIuKauyu HHGOPMALIUY O HUX.

19.  BapuaHThl CTpYKTYpHOH OpraHu3aiuu
KOH(UAECHIIMATBHOTO AETONPON3BOICTBA.
20. 3agauu ¥ QyHKIMH, IpaBa U OTBETCTBEH-

HOCTB CJTYObI KOH(PHACHIIMAITBHOTO JIEJIOTPOH3-
BOACTBA.
21. JloxanpHbIC HOPMATHUBHBIE aKThI, YCTAHAB-
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CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemblie pe3yibTa-

OueHouHbIe CpeACTBA
TBI O0yUYCHHS . pex

JIMBAIOIIUE MOPSIOK PabOThI ¢ KOH(HICHIIHATb-
HBIMH JJOKyMEHTaMHU.

22. PexxuM coxpaHHOCTH KOH(DHICHIIHATBHBIX
JIOKYMEHTOB.

23. Ha3nauenwue u Buabl yuera KOHPUICHIIH-
AITBHBIX IOKYyMEHTOB.

24, VYyet HOCHUTENEH KOH(DHUICHIIMATILHON UH-
dbopmaruu.

Ilepeuens mem u 3a0anuii 011 n0020MOBKU K 3a4emy:
1.  Ilonamue xonguoenyuanbHo2o 0eronpouzso0cmaa.

2. Ilpusnaku KoOHGUOeHYUATLHO20 0eIONPOU3BOICTNEA.

3.  Coommowenue KOHGUOEHYUATLHO20 U OMKPLIMO20 0eNONPOU3BOOCEA.

4. Obweoocmynnas uHgopmayus u uHGopmayus 02panuyeHHo20 00CMyna.

5. Coommnowenue ungopmayuu 02panuyeHHo20 00CMyna ¢ 20CyOapCmeeHHOuU
MAaHou.

6. Kunaccugpurayus ceedenuti KoH@UOEHYUATbHO2O XaApAKmepa No OCHOBAHUSM,
nPeodyCMOMPEHHbIM OeUCMBYIOUUM 3AKOHOOAMENbCMBOM.

7. Ceedenus, cocmasnsaoujue CryHceonyro maity.

8. Ilopsook obpawenus ¢ OOKyMeHmMamu, CO0epHCauUMU CIYHCEOHYI0 UHDOpMayUuo
02PAHUYEHHO20 PACHPOCMPAHEHUSI.

9. Ceeodenus, komopvie He mMo2ym omHocumsbcs K cayxceonou maune. I pugh «/Ins
CIYHCEOHO20 NOTb30BAHULY.

10. Cseoenus, cocmasnaowue rommepueckyio mauny. Ipug «Kommepueckas
MmauHay.

11. Meponpuamus, nanpasienHvle HA 3aWUNY KOMMEPYECKOU MAlHbL.

12. Ilepconanvnvie Oanmvie (ceéedenus o ecpadxcoanax). Cocmag nepcoHanrbHuIX
OAHHUIX.

13. Knaccugurxayus nepconanvuvix OaHHbIX.

14. Ilonyyenue u obpabomka nepcouanvHvlx Oanuwvlx. OCHO8Hble MpebdO8aHUs Npu
00pabomie nepcoHANIbHBIX OAHHBIX.

15. llepeoaua nepconanvuvix Oanuwix. OnpedeneHue Kpyea Uy, UMEOWUX NPABO
0ocmyna K nepcoHaibHblM OAHHbIM.

16. Cseoenus, cocmasnsiowue maiiny ciedcmaus u cyo0onpou3s00cmad.

17. Cseoenus, cesazamnnvie ¢ npogheccuoHarvHol OesamenbHOCmblo  (8pauedHas,
HOMApUAIbHas, A0BOKAMCKAS MAlHA, MAUHA NEePenucKy, meneoOHHbIX Nepec08opoas,
NOYUMOBLIX OMNPABIEHUL, MeNecPAPHBIX UNU UHBIX COOOUEeHUL).

18. Cseodenusi o cywnocmu uzodpemenus, NOJNE3HOU MOOEIU ULU NPOMBIULIEHHO20
obpazya 00 oguyuanrbHol NyoIUKayuU UHGOpMayuy 0 HUXx.

19. Bapuanmer cmpyxmyphoil opeanuzayuu KOHGUOCHYUATbHO20 0elONPOU3E00CMEA.

20. 3adauu u gynkyuu, npasa u omMeemMcmMEEHHOCMb CLYHCObL KOHPDUOEHYUATbHO2O
0e10npou3800Ccmaa.

21. Jlokanvuvie HOpMamueHvie aKmol, YCMAHABIUGANOWUE NOPAOOK pabomvl ¢
KOH@DUOCHYUANHBIMU OOKYMEHMAMU.

22. Peowcum coxparHocmu KOHGUOEHYUATbHBIX OOKYMEHMOS.

23. OmeemcmeeHHOCMb 3a paseiauienue ce0eHuUll KOHQUOEHYUATbHO20 XapaKmepda.

0) Ilopsinox mpoBeaeHUs] MPOMEKYTOYHOH ATTECTALMM, NOKA3ATEJH M KPUTEPHH
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OLlCHUBAHMSA:

[Tpomexxyrounas arrectauus no aucuumianHe «KoHduaeHuuanbHOE IeNIONPOU3BOJI-
CTBO» BKJIIOUAET TEOPETHUECKUE BOIPOCHI, O3BOJISIIOIINE OLIEHUTh YPOBEHb YCBOEHUS 00Y-
YaOIMMUCS 3HAHUH, U MPAKTUYECKUE 3aJJaHUs, BBIABIAIOLINE CTENEHb C(POPMUPOBAHHOCTH
YMEHUH U BIaJICHUN, IPOBOJAUTCSA B (pOopMe 3ayeTa ¢ OICHKOM. 3a4eT Mo JaHHON JAUCIUILINHE
IPOBOJUTCS B yCTHOU opme B (hopMe KOJUIOKBUYMA T10 BOIIPOCAM.

Kpumepuu oyenxu (6 coomeemcmeuu ¢ popmupyemvimu KOMReMEHYUAMU U NIAHUPYe-
MbIMU pe3yIibmamamu 00yyeHus):

[Tpu cnave 3auema c oyenkoii 0Oy4aromMICs OJKEH MOKa3aTh C(HOPMHUPOBAHHOCTH
CIEAYIOIIMX KOMIETECHIIUM:

CHOCOOHOCTh UCIOJIB30BATh TEOPETHUECKUE 3HAHUS U METOJbl UCCIIEI0BaHMsl Ha IIPaK-
THKE;

BJIaJICHUE TEHJICHIIUSIMU Pa3BUTHS UHPOPMALMOHHO-JOKYMEHTAUOHHOTO0 00eCIeueHHMsI
yIIpaBJICHUS © ApXUBHOTO JIETIa;

CHOCOOHOCTh BBISBIISITH M OTOMPATh TOKYMEHTHI JUIS PAa3HbIX TUIIOB U BUJIOB IyOIMKa-
LM

BJIaJICHHE METOAaMU 3aIIUThI HHPOPMALIUY;

CHOCOOHOCTH HMCIIONB30BATh MPABUIIa OPTaHU3AIMH BCEX ATAIMOB PabOTHI C TOKyMEHTa-
MU, B TOM YHCJI€ apXUBHBIMHU JOKYMEHTAMU;

BJIaJICHHE HAaBBIKAMU O0Opa0OTKM JOKYMEHTOB Ha BCEX JTalax JOKYMEHTO000OpOTa, CH-
CTeMaTH3al1H, COCTaBJICHUSI HOMEHKJIATYpPhl /1€,

CHOCOOHOCTh OPHEHTHPOBATHCS B 3aKOHOIATEIIEHOM M HOPMAaTUBHO-METOJMUECKON Oa3e
UH(POPMALIMOHHO-TOKYMEHTALMOHHOTO 00€CleueHus] YIpaBIeHUS W apXUBHOIO Jeja HU
CMEXKHBIX 00J1acTei;

CHOCOOHOCTh OpraHU30BaTh paboTy ¢ JAOKYMEHTaMH, COJEpXKALIUMHU HH(POPMAIHIO
OTPaHUYEHHOTO JOCTYIa,

— Ha OLIEHKY «OTJMYHO» (5 0amioB) — o0yyarouiuiicss AEMOHCTPUPYET BBHICOKHH ypo-
BEHb C(HOPMUPOBAHHOCTH KOMIIETEHIMH, BlaJieeT KaTeropHajbHbIM ammnapaTtoM, yMeTh €ro
UCTIOJIB30BaTh B COOTBETCTBYIOIIEM KOHTEKCTE; YMETh MPOKOMMEHTHPOBAThH OIpEIEIICHUE,
HOSCHUTD, IPUBECTH PUMEPHI, WILTIOCTPUPYIOIINE OTACNIbHBIE MookeHusl. CTyIeHT u3nara-
eT MH(OPMAIHIO JIOTHYHO, TOCIEOBATEIEHO, apTYMEHTHPYSI U KOMMEHTHPYS IMOJIOKEHHUS,
UCTIONIb3YeT PacCyKJIAIOIIMKA CTHIIb, BHICKA3bIBAE€T CBOIO MO3UIHIO, (POPMYITUpPYET BHIBOJBI B
KOHIIE BOTIPOCOB.

— Ha OLICHKY «X0po1o» (4 6amia) — oOyyaromuiicss 1eMOHCTPUPYET CPEIHUI YpOBEHb
c(OPMHUPOBAHHOCTH KOMITETCHIINI: OCHOBHBIC 3HAHUS, YMEHHUS OCBOCHBI, HO JOIMYCKAIOTCS
HE3HAUUTENbHbIE OIIMOKH, HETOYHOCTH, 3aTPYAHEHUS MIPU aHATUTUYECKUX OIepalusiX, nepe-
HOCE 3HAHWW U YMCHUW Ha HOBBIC, HECTAHJAPTHBIC CHUTYAIINH.

— Ha OLICHKY «YA0BJIETBOPHUTEIbHO» (3 Oanna) — o0yJarouuiicss IeMOHCTPUPYET OPO-
TOBBI YPOBEHb C(HOPMHUPOBAHHOCTH KOMITETEHIIMI: B X0J/I€¢ KOHTPOJIBHBIX MEPOIPHITHH J10-
MYCKAIOTCS OLIMOKH, MPOSBISIETCS OTCYTCTBUE OTAEIbHBIX 3HAHUH, YMEHHI, HaBBIKOB, 00Y-
YAFOIIUICS MCIIBITHIBACT 3HAYUTEIBHBIC 3aTPYIHECHUS TIPH ONICPUPOBAHUY 3HAHUSIMH H yMe-
HUSIMH [IPU UX IEPEHOCE HA HOBBIE CUTYAIUH.

— Ha OILICHKY «HEeYI0BJIETBOPHUTEJbHO» (2 0Oamia) — o0ydJaromuiics: AEMOHCTPUPYET
3HaHus He Oonee 20% TeopeTHYecKoro MaTepuana, JOMyCcKaeT CYLIECTBEHHbIE OUIMOKU, HE
MOYKET MTOKa3aTh MHTEIUICKTYaJbHbIC HABBIKM PEIICHUS TPOCTHIX 3a/1a4.

— Ha OLICHKY «HeYyI0BJIeTBOPUTeIbHO» (1 6am1) — oOyuaromuiicss He MOXKET M0Ka3aTh
3HaHUS Ha YPOBHE BOCIPOM3BENCHUSA U OOBACHEHUs MH(OpPMALMU, HE MOXKET M0Ka3aTh MH-
TEJJICKTYaJIbHbIE HABBIKU PELICHUS MIPOCTHIX 3ajay.

51



8 YuedHo-MeTonM4eckoe U HHPOPMALMOHHOE o0ecnevyeHHe TUCIUILTUHBI (MOTYJI1)

a) OcHoBHas JIMTEpaTypa:

Anoxuna C. A. KypcoBast paboTa 1o JOKyMEHTOBEJCHHUIO, apXUBOBEJICHHUIO, OpraHm3a-
UM ¥ TEXHOJOTHU JTOKYMEHTAIIMOHHOTO O00ECIICYEeHUs yIIpaBJIeHUs [ DIEKTPOHHBIN pecypc] :
yueOHo-MeTomdeckoe mocodue / C. A. Anoxuna, A. K. Makapora, 1. B. Camapokosa ;
MI'TVY. - Marauroropck: MI'TVY, 2016. - 1 saektposn. ont. auck (CD-ROM). - Pexxum no-
CTyma:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1
130337/2535.pdf&view=true. — MakpooOBbeKT

I'yryeBa, T. A. KondunennuaibHoe nemonpon3BoacTBo : yued. mocodue / T.A. I'yrye-
Ba. — 2-¢ u3[., nepepad. u non. — Mocksa : UHOPA-M, 2017. — 199 c. — (Bsiciiee oopa-
3oBanue: bakamaspuar). — Www.dX.doi.org/10.12737/23514. - ISBN 978-5-16-105683-7. -
Tekcr : anextponnsiit. - URL: https://znanium.com/catalog/product/766722 (nara obparrie-
aust: 25.08.2020). — Pexxum mocTyma: mo momucKe.

JlokyMeHTaImoHHOe o0ecrieueHue yrpasienus : yaeouuk / A. C. ['pun6epr u ap. - M. :
IOHUTU-OAHA, 2011. - 1 saekrpon. ont. mguck (CD-ROM). - 3ari. ¢ TuTyn. sKkpaHa. -
(YueOnast  smrtepaTypa Ui BeIcII. W cped.  mpod.  obpas.). -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10
79440/427 .pdf&view=true (marta obpamenus: 25.098.2020). - MakpooObekT. - Tekcr : 3ek-
TpOHHBIN. - CBeleHHsI ToCTyMHbBI Takke Ha CD-ROM

Ky3nenos, M. H. JlokymeHTarimonHoe o0ecrieucHue yupasieHus. JJoKkyMeHTOO00pOT 1
JICIIOTIPOU3BOICTBO : YUCOHHMK M TpakTukyMm uis By3oB / U. H. Ky3nenos. — 3-e u3zn., nepe-
pab. u mom. — Mocksa : UsmarensctBo HOpaiit, 2020. — 461 c. — (Bsicmee o6pa3oBa-
Hue). — ISBN 978-5-534-04275-7. — Texkcr : anekrponnsiii // DBC FOpaiir [caiit]. — URL:
https://urait.ru/bcode/449769 (nmata oopamierus: 31.08.2020).

0) lonojiHUTe/ILHAS JIUTEPATypa:

BenukanoBa C. C. ApXuBBI 110 JIMYHOMY COCTaBY [DJEKTpOHHBIA pecypc] : yueOHO-
metoaudeckoe nocobue / C. C. Benukanona ; MI'TY. - Maruutoropck : MI'TVY, 2018. - 1
AIEKTPOH. OIIT. JIUCK (CD-ROM). - Pexum JIOCTyTa:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1
514334/3518.pdf&view=true. - MakpooobekT. - ISBN 978-5-9967-1154-3.

KoxymkoBa H. B. Crpykrypa nokymentra. CucTeMbl AOKyMEHTalMH. YHUUIUPO-
BaHHasl CUCTEMa OPraHU3allMOHHO-PACHIOPSINTEILHONW JOKYMEHTAlUK: o0IIne TpeOoBaHUs K
cocTaByIeHHIO U oopmieHuto [DneKTpoHHBIN pecypce] : yueoHoe mocodue / H. B. Koxyriko-
Ba ; MI'TVY. - Maruautoropck : MI'TY, 2016. - 1 anekrpon. ont. muck (CD-ROM). - Pexum
J0CTyma:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1
129973/2334.pdf&view=true. - MakpooOBEKT.

Makaposa, A. K. ApxuBosenenue / Makaposa A. K.; MI'TVY. - Maruutoropck : [M3na-
tenbctBo  MI'TY], 2015. - 146 «c¢. - bubmmorp.: c. 142-146. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1
209678/3435.pdf&view=true (mara obOpamenus: 25.08.2020). - MakpooObekT. - TekcT :
anekTpoHHbIH. - ISBN 978-5-9967-0676-1. - IMeeTcst meyaTHbIN aHAJIOT.

MaxkapoBa, A. K. OCHOBBI yIpaBieHUS AapXUBHOW JOKyMEHTalMeW : y4eOHO-
Meroandeckoe mocooue / A. K. Makaposa ; MI'TY. - Marauroropck : MI'TY, 2015. - 1
anekTpoH. onrt. guck (CD-ROM). - 3arn. ¢ turyn. oskpana. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=3884.zip&show=dcatalogues/1/11
24049/3884.zip&view=true (mara oopamenus: 25.08.2020). - MakpooOBbeKT. - TEKCT : 371eK-
TpOHHBIN. - CBeeHusI 1oCTymHbBI Takke Ha CD-ROM
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https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://znanium.com/catalog/product/766722
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true
https://urait.ru/bcode/449769
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209678/3435.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209678/3435.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3884.zip&show=dcatalogues/1/1124049/3884.zip&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3884.zip&show=dcatalogues/1/1124049/3884.zip&view=true

B) MeroauvecKkue yKa3aHus:

Memoouueckue pekomenoayuu 01 NOO20MOBKU K 3a4enty

[Tpu moAroToBKe K 3a4eTy 0c000€ BHUMaHUE CleyeT 00paTUTh HA CIeAYIOIIIEe MOMEH-
TBI: COOTHOILIEHNE KOH(PHUICHIIMATHHOTO U OTKPBITOTO JIEIONPOU3BOJICTBA; MECTO KOH(DUICH-
UaNIbHON MH(POpPMAIMK B CTPYKType MHGOpMalMd OTPaHUYEHHOTO JOCTYMa; Kiaccuduka-
1S CBEICHUI KOH(PHICHIIMATBHOTO XapaKTepa,; JOKaJIbHbIE HOPMATUBHBIC aKThl, YCTaHABIIH-
BalollMe MOPSAOK paboThl ¢ KOH(PHUACHUUATBHBIMU JTOKYMEHTAMHU, OTPAXKAIOIIUMU Pa3Iny-
HbIC BHJIBI TaliH; COXPAaHHOCTh KOH(HICHIMAIBHBIX JTOKYMEHTOB; OTBETCTBEHHOCTDH 3a pa3-
[JIalieHue CBeIeHUI KOH(PHUACHIINAIbHOTO XapaKTepa.
MeTtoanyeckne peKOMEHIAINH 110 BBINOJIHEHUIO 3a/1aHus «Komnaeke mep no 3aujume KO-
duoenyuanvnon ungpopmayuu. Cmpykmypnaa opeanuzayus KOHQUOCHUUATbHO20 0el0-
npoOU3800CcMEar:
[TpakTrueckoe 3amganuie BoinonHseTcs B ¢popmate Microsoft Office Word 2003 ¢ ykazanuem
HOMEpa IMyHKTA.
B nyHkte 2 nomkHa OBITh MpEICTaBIIEHA CTPYKTypa OpraHU3allid C BbIIECTICHHEM B HEl
CITy’KOBI KOH(PHICHIIMATBHOTO JICIOTPOU3BO/ICTBA.
B nyHkTe 3 IOMKHOCTHOH cOCTaB JAOKEH COOTBETCTBOBaTH OOIepoccuiickoMy Kiaccugu-
KaTopy mpodeccuii pabovnx, I0HKHOCTEH cirykaiux 1 TapudHbix paspsaos (OK 016-94).
B nynkre 4 nonxeH ObITh MPEACTaBICH CIIMCOK HOPMATUBHBIX aKTOB, IIPH 3TOM CIEAYET y4u-
TBIBATh MX IOPUIMYECKYIO CHITY: OT (hefepalibHBIX 10 JOKaJIbHBIX HOPMATUBHBIX akTOB. [Ipn
pPaBHOM CTaTyce JOKYMEHTOB MX B3aMMHOE PaCIOJIOKEHUE ONPEAETSETCs M0 XPOHOIOTHH.
B nynkTe 5 «Ilepeyens BunoB nHOpMAIMN KOHOUICHINAIBHOTO XapaKTepa» peKOMEHIyeT-
cst opOopMIIATH B CIIEIYIOIIEM BU/IE:

[lepedens Bu0B HHPOpMAIHN KOHOUACHITMAILHOTO XapaKTepa

HaumenoBanue cBeneHui, JomkHoCcTHBIE NTUTa (TIoIpas- Cpox xondmicH
OTHOCSIIUXCA K KOHPUIEHIIH- €JIEHNS ), UMEIOIIIHE MPABO PACO-
/11 m (rnenn a ): a P P MUAJILHOCTH
aJbHBIM PSUKEHUS CBEACHUSMU
2 3 4

B nynkre 6 «IlepedyeHb JOKyMEHTOB, COAEpKaIUX UHPOPMAIIMIO KOH(DUIEHITUATTEHOTO
XapakTepay peKoMeH1yeTcss 0hOpMIISTh B CIEAYIONIEM BUJIE:

[lepeueHb TOKYMEHTOB, COJIepKaIMX HH(OPMALIMIO KOH(DUIEHIIMATBHOTO XapaKkTepa

Jomx-
ITogpas- HOCTHBIE
P ITonpas ITepuo-
OcHoBa- NEJIEHUST WU TIHIIA,
Cpok NEJIEHUST WU Komn- Y-
Hauwme- HUE I OJKHOCTHBIE YTBEPK-
KoH(pU- JOJKHOCTHBIE YEeCTBO |AZlpe-| HOCThb
HOBaHUE | KOH(DU- JINTIA, OTBETCT- JaronIne
0/ TIEHI[HAJIb- JU1a, coriacy- JK3E€MII-| caThl |M3MaHUI
JIOKYMEHTA |ACHI[UANb- BEHHLIE 34 II0/I- (moamu-
HOCTH IOIIHE JTOKY- JISIPOB JIOKY-
HOCTH TOTOBKY JIOKY- ChIBa-
MEHT MEHTa
MEHTa fo11IHUe)
JIOKYMEHT
2 3 4 5 6 7 8 ¢ 10

MeTtouueckue PEKOMEHIAIIMHK 110 BBITOJHEHHIO 3aJaHusI «YUYeT KOHd)I/IZ[eHHI/IaJ'IBHBIX
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TOKYMEHTOBY:
[IpakTHueckoe 3amaHue BHITIOJHSICTCS MUChbMEHHO B (hopmaTte Microsoft Office Word

2003 c yka3zaHMEM HOMEpA ITyHKTA.

B nynkre 1 momkHO OBITH 0hOPMIICHO HE MEHEE MATH MOPSIKOBBIX HOMEPOB B KaXKIOM
YUYETHOM XKypHAJIe U PEECTPE U3 CIIUCKA C 3all0JIHEHHEM BceX rpad, He MEHee TpeX KapTouek
Ha KXl BUJI KAPTOYKH U3 CIHMCKA M HE MEHEE TPEeX IITaMITOB Ul Pa3HBIX BUJIOB JIOKYMEH-
TOB.

B mynkTe 2 Bce paspabaThiBaeMble KOH(HIIEHIIMAIBHBIE JOKYMEHTHI JOJKHBI OBITH
odpopmitennl corjacHo TpeboBanusiMm ['OCT P 6.30-2003 «YHudunmpoBaHHasi cucTeMa J10-
KyMEHTaIuH. YHUPHUIMPOBAHHASI CHCTEMA OPTraHU3alMOHHO-PACIIOPSIUTEIBHON TOKYyMEHTA-
un. TpeOoBaHusl K 0DOPMIICHUIO JJOKYMEHTOBY, BKIIIOYass HEOOXOIUMBIE JOTIOJTHUTEIBHBIC
PEKBU3UTHI, XapaKTEPHBIC TSI KOH(DHUIEHITMAIBHBIX JOKYMEHTOB.

[To kaxaOMy yKa3aHHOMY BHJY KOIMPOBAHUS JIOJKEH OBITH OQOPMIICH OJMH KOH(U-
JEHITUATBHBIN JIOKYMEHT H HEOOXOIMMOE KOJIMYECTBO IK3EMILIIPOB KOMHA (110 YCMOTPEHUIO)
¢ opopMIICHHEM BCEeX HEOOXOIUMBIX PEKBH3UTOB U OTMETOK, KaK Ha JIMIIEBOM, Tak M Ha 000-
POTHOH CTOPOHE KOH(PHICHIIMATHHOTO JOKYMEHTa, HAHOCHMBIX B TIPOIECCE H3TOTOBIICHUS
KOIIMIA HA IOKyMEHT U Ha CaM¥ KOIIUH.

Mertoanyeckre peKOMEH/IallMK 10 BBINOJIHEHUIO 3a/1aHus «HoMeHknaTypa aen»:

[Mpaktnyeckoe 3amanne «HoMmeHKiaTypa 1em» BBINMOIHSAETCS NMHUCBMEHHO B (opmare
Microsoft Office Word 2003 ¢ yka3zanueM HOMepa IyHKTa.

B nynkre 1 momxna ObITh odopmieHa HOMEHKJIATypa KOH(OUACHIUAIBHBIX JEN T10
YCTaHOBJICHHOH (hopMe, C yKa3aHMEM HE MEHee JeCATU KOH(UACHIUAIBHBIX JEJ, C 3al0JHe-
HUEM BCEX HEOOXOIMMBIX Ipad TaOIMYHON YaCTH JOKYMEHTa MO KaXIOMY Jieny (Tomy) U
BCEX HEOOXOIMMBIX MOJANUCEN U BU3.

PexkBU3UTHI HOMEHKJIATYPHl KOH(PHUICHIMATIBHBIX TN TOJDKHBI OBITH O(QOPMIIEHBI CO-
rnacHo TpeboBaHusM ['OCT P 6.30-2003 «YHuduuupoBaHHas cHcTeMa JOKYMEHTAlLlUU.
YHudumupoBaHHas cUCTeMa OpraHU3alMOHHO-PACTIOPSIUTENILHON JOKYMeHTaluu. TpeboBa-
HUS K OQOPMIICHHIO JIOKyMEHTOBY», BKJIIOYash HEOOXOAMMBIE JIOTIOJHUTEIbHbIE PEKBU3UTHI,
XapakTepHbIe 115t 0hOopMIIeHHUST KOH(DHUICHIINATBHBIX JIOKYMEHTOB.

Homenknatypa KOHQUIEHIIMATBHBIX [T JOKHA ObITh NMpe/IcTaBlIeHa KaKk TOTOBbIH J10-
KYMEHT.

Homenknarypa KoH(pUISHIHATBHBIX €71 MOXET ObITh OQOpMIICHA B BUJE KAPTHUHKH C
YCIIOBHEM CBOOOJTHOTO M YETKOT'O TIPOUTEHHSI BCEX PEKBU3UTOB U OTMETOK.

B mynkrte 2 Bce pa3pabarbiBacMble KOH(HICHIIHMATBHBIE JOKYMEHTHI IOJDKHBI OBITH
0(opMIIEeHBI COTIACHO TUIIOBBIM (popmMam.

JlomxHO ObITH 0POPMIIEHO HE MEHEE OJJHOTO YKAa3aHHOT'O JOKYMEHTA.

BHyTpeHHSII ONUCH JAOKYMEHTOB Jiea JIOJDKHA COJepKaTh He MeHee 15 pa3nuyHbIxX
KOH(HICHIIHATBHBIX JOKYMEHTOB, KOTOPBIE TIO CBOEMY COAEPIKaHUIO MOTYT COCTABIISATH OJTHO
KOH(HIEHIIMATIBHOE J1EN10.

B nucre-3aBepurene nena T0MMKHO 005S3aTEIBHO COAEPIKAThCs yKa3aHHE Ha OCOOEHHO-
CTH (PU3MUECKOTO COCTOSHHSI KOH(UICHUUAIBHBIX JOKYMEHTOB Jiela U OCOOEHHOCTH HX
dbopMupoBaHusL.

AKT O BBIACTICHMH K YHHUYTOXXECHUIO KOH(UICHUIMAIBHBIX JeNl U JOKYMEHTOB JOJIKEH
coJiepKaTh He MEHee CEMH MOPSIKOBBIX HOMEPOB C 3aI0JIHEHUEM BceX rpad.

Bce mokyMeHTHI U3 CIUMCKA JOJDKHBI OBITH MPEICTaBlIEHbl KaK TOTOBBIE JOKYMEHTHI C
odopMIIEHHEM BCEX HEOOXOIUMBIX MTOIUCEN U BU3.

JIOKyMeHTBI MOTYT OBbITH 0(OpPMIIEHBI B BUJIE KAPTUHOK C YCIOBHEM CBOOOHOTO U YeT-
KOT'O IPOYTEHUS BCEX PEKBU3UTOB U OTMETOK.
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r) Ilporpammuoe o0ecnneuenne u UHTEpHET-pecypcehI:

Haumenosanue 110 Ne norosopa S;;K AICHCTRHA THICH-
MS Windows 7 J-1227 ot 08.10.2018 11.10.2021
J-757-17 ot 27.06.2017 27.07.2018
MS Office 2007 Ne 135 ot 17.09.2007 6eccpouHo
FAR Manager CcBOOOIHO pacrpocTpansemMoe | 6ecCpoyHo
7Zip cBOOOIHO pacrpocTpaHsemMoe | 6ecCpoyHo
1. HammonanpHasi WHGOPMAIMOHHO-aHAIMTUYECKass cucreMa — Poccuiickuii WH-
nekc HayyHoro uutuposanus (PHLI) URL:
https://elibrary.ru/project_risc.asp
2. DnextponHas 0aza mepuoamuecknx m3manuii East View Information Services,
00O «MBUC» https://dlib.eastview.com/
3. TlouckoBas cucrema Axanemuss Google (Google Scholar) URL:
https://scholar.google.ru/
4. WndopmanmonHas cucrtema - EnuHoe OKHO nocTyna K WHGOPMAIMOHHBIM pe-
cypcam URL: http://window.edu.ru/
5. Poccwuiickas lNocynapctBenHnas OoubmmoTeka. Karanoru
https://www.rsl.ru/ru/4readers/catalogues/
6. DOnexrtponnble  pecypcsl  Oubmmoreku  MITY wm. [.M. Hocosa
http://magtu.ru:8085/marcweb2/Default.asp
7. Yuusepcurerckas udopmannonHnas cucrema POCCHS https://uisrussia.msu.ru
8. MexnayHapoaHas HaykoMmeTpuueckas pedepaTHBHAs W TOJHOTEKCTOBas 0Oa3za
JIAHHBIX Hay4HBIX n3ganuii «Web of science» http://webofscience.com
9. Mexnaynapoanas pedepaTuBHas U MOJTHOTEKCTOBAasl CIpaBOYHAst 0a3za JaHHBIX
Hay4YHBIX U3JaHuil «Scopus»  http://scopus.com
10. MexxnyHaponHast 6a3a IOJIHOTEKCTOBBIX — KypHaioB  Springer Journals
http://link.springer.com/
11. MexnyHapoaHas ©0a3a CHpaBOYHBIX H3JaHUM MO BCEM OTpacisM 3HaHHHA
SpringerReference http://www.springer.com/references
12. UnpopmanmonHo — npaBoBoii mopran ["apant.Py.- URL: http://www.garant.ru/
13. CnpaBouHast paBoBas cucremMa Koncynbprant [Tmroc.- URL:
http://www.consultant.ru/
14. Tlopran «Apxussl Poccumy».- URL: http://www.rusarchives.ru/
15. denepanbroe apxuBHoe areHTcTBO PD.- URL: http://archives.ru/
16. XPOHOC. Bcemupnas ucropus B Marepuere.- URL: http://www.hrono.ru/
17. OGo6ménnbIi nekTpoHHbIi OaHk naHHbIX (OBJl), comepkamumii nHGOPMAITHIO
O COBETCKHX BOMHAX, IMOTHUOIIMX, YMEPIIUX U MPOMABIIMX 0€3 BECTH B TO-
nbl Bennkodt OTe4yecTBEHHOW BOWHBI, a Takke B mociieBoeHHbIN nepuon ObJ[
«Memopuam».- URL: https://obd-memorial.ru/html/
18. DAEeKTPOHHBI apXWB: pecTaBpalisl W OIM(PPOBKA apPXUBHBIX JIOKYMEHTOB,

yeayru u obopynosanue.- URL: https://www.elar.ru/.

9 MarepuajbHO-TEXHHYECKOE 0fecriedeHne TUCHUIIHHBI (MOTYJIs1)

MaTepI/IaJ'II)HO-TCXHI/I‘ICCKOC obecneyeHne JUCHHUIIIINHBI BKIIIOYACT:

Tun u Ha3BaHUE ayAUTOPUH OcHallleHue ayauTopumn

YuebHble ayautopun s mpose- | Jlocka, MyJIbTUMEAMIHBIE CPEICTBA XpaHEHMs, Mepeaa-
JICHMs 3aHATUH JEKIIMOHHOIO TUIA | YU M NPEJICTaBICHUs] HH(OPMALIHH.
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https://ru.wikipedia.org/wiki/%D0%A1%D0%A1%D0%A1%D0%A0
https://ru.wikipedia.org/wiki/%D0%92%D0%BE%D0%B5%D0%BD%D0%BD%D0%BE%D1%81%D0%BB%D1%83%D0%B6%D0%B0%D1%89%D0%B8%D0%B9
https://ru.wikipedia.org/wiki/%D0%92%D0%B5%D0%BB%D0%B8%D0%BA%D0%B0%D1%8F_%D0%9E%D1%82%D0%B5%D1%87%D0%B5%D1%81%D1%82%D0%B2%D0%B5%D0%BD%D0%BD%D0%B0%D1%8F_%D0%B2%D0%BE%D0%B9%D0%BD%D0%B0
https://obd-memorial.ru/html/
https://www.elar.ru/

Tun u Ha3BaHue ayuTOpUN

OcHallleHue ayauToOpuun

YyeOHble ayaIUTOpPUU U TPOBE-
JICHUs TPAKTHYECKUX 3aHATHUH,
TPYIIOBBIX ¥ HWHIUBUIYAIbHBIX
KOHCYJIbTAllMi, TEKYLIEro KOH-
TPOJIA M NPOMEKYTOUYHOM arre-
CTallMH

Jocka, MyJIbTUMEOUWHBIA IPOEKTOpP, HKpPaH, MEPCO-
HaJbHBbIC KOMIBIOTEPHI ¢ nmakeToM MS Office, BbIxomom
B VIHTEpHET U C JOCTYIOM B 3JIEKTPOHHYIO WH(OpMAIIH-
OHHO-00pPa30BaTEBHYIO CPEly YHUBEPCUTETA

[TomerieHust Ui CaMOCTOSTEINb-
HOU paboThI 00yUYAIOIIUXCS

ITepconanbhuple KoMIbiOTEphl ¢ makeroM MS Office,
BbIX0JIOM B MHTEpHET M C JOCTYNOM B 3JIEKTPOHHYIO
nH(pOPMaLMOHHO-00pa30BaTENbHYI0 CPEY YHUBEPCHUTE-
Ta

[lomemenne Ui  XpaHEHUS W
npoUIaKTHIECKOro 00CTyKHBa-
HUsl y4eOHOro 000pynoBaHus

[Ixadbr mist XpaHeHHS y4eOHO-METOIUYECKOU JIOKY-
MEHTAIlMK, Yy4eOHOro o00opyldoBaHWs U  ydeOHO-
HaTJISHBIX TOCOOUH.
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