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1 eau ocBOeHMS AUCHUIIIMHBI (MOAYJIs1)

IenssmMu ocBoeHUst AUCIUIUIMHBI (Moayisi) «KoHuaeHIHaIbHOE ACIONPOU3BOACTBOY
SBIISIIOTCS: U3YYCHHE HOPM JEHCTBYIOMIErO 3aKOHOMATENbCTBA B 00JIAaCTH OOpaOOTKH JOKY-
MEHTOB, COJIEpXAIlNX CBEACHHUS KOH(DHICHIMAIBLHOTO XapakTepa, MPaKTUKA MPUMEHECHHS
9THX HOPM JIJISl UX TOCTEAYIONIETO KBATM()UIIMPOBAHHOTO MPUMEHEHHS B IPAKTUICCKON e sI-
TENLHOCTH.

2 MecTo TUCHUILTHHBI (MOYJIs1) 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 (mpoduits «JloKyMEHTOBEICHNE U IOKYMEHTAIIHOHHOE 00ECIICYCHHE YIIPABICHUS»).

Jlis n3ydeHus: TUCHUIUIMHBI He0OXO0IUMBI 3HaHUS (YMEHUS, BiIaJeHus), ChOPMUPOBAH-
HBIC B pe3y/bTaTe M3y4eHHs TUCIMIUINH. BBenenue B npodeccuro, ['ocynapcTBeHHbIe, MyHH-
LUIAJbHbIE U BEJOMCTBEHHbIE apXWBbI, JlelONpOU3BOACTBO KOMMEPYECKUX MPEIIPUATUH,
Jlenonpou3BOACTBO MYHUIIMIAIBHBIX YUPEXKACHUN, JJOKyMEeHTallMOHHOE 00ecTIeYeHUE aJMHU-
HUCTPATUBHBIX OTHOIIEHUN B P®D, JlokymMeHTallMOHHOE oOecrieueHne apXuBHOTO Jiefia U UH-
dbopmarmonnoi chepsl B PO, JlokyMeHTalMOHHOE 00ECTIEYeHHE TOCYJapCTBEHHOTO YCTPOii-
ctBa B P®, JlokymeHTalOHHOE OOecreueHre rpaxaaHnckuX oTHolIeHuid B PO, Jlokymenra-
IMOHHOE OOecrieueHne TpyA0BbIX oTHOmeHn B P®, Munekcanus u koaudukanus nHpopma-
U B npodeccuoHanbHON AestenbHocTH, MHpOpMaruka, KagpoBoe nenompou3BoAcCTBO U
apXUBbI JOKYMEHTOB 110 JINYHOMY cocTaBy, MoJie1MpoBaHUE CUCTEM JTOKYMEHTALlUM OPraHU-
3armu, Opranu3anys U TEXHOJIOTHs TIOKYMEHTAallMOHHOTO oOecrieueHus yrnpasieHus, OCHOBBI
apxuBoBezieHHs, OCHOBBI cekpeTapckoro oOciykuBaHus, [IpoaBukeHre HaydyHOU NMPOIyK-
uuu, [IpoekTHas AesSTeNbHOCTD.

3HaHus (YyMEHUS, BIAJCHUA), TOTYYCHHbIE P U3YYEHUU JaHHON TUCHUIUIMHBI OyIyT
HEOOXOMUMBI U W3YYEeHHUS TUCHUIUIMH: JIOKYMEHTHpPOBaHHUE [EATEIHHOCTH HEToCyAap-
CTBEHHBIX OpraHuzanmii, JJokyMeHTannoHHOe oOecreueHrne yImpaBieHUs Ha MPEIIPUSTUIX
pa3IMYHBIX OPTraHU3alMOHHO-TIPABOBBIX (OopM, JJOKyMEHTHI U TOKYMEHTOOOOpOT B OyXrai-
TEPCKOM yueTe, MeXyHapoIHble CTaHIapThl YIpaBICHUS JOKyMEHTaMu, MeTo/ibl paltoHa-
mu3anuu JIOY, O6paboTku U 3ammTa JOKyMEHTHpOBaHHON uH(opmanmu, OpraHuzainus u
TEXHOJIOTHS IOKYMEHTallMOHHOTo obOecriedeHus yrnpasieHus, llepcoHanbHble JaHHBIE U MX
JIOKyMEHTHPOBaHUE, YTIpaBlieHue NHPOPMAIMOHHBIMHU pecypcamu B Poccun u 3a pybGexom,
CoBpeMeHHbIe MPOOJIeMbl TOKYMEHTOBECHUSI U apXuBoBeaeHus, [[pon3BoCTBEHHAS - TIpaK-
THKA 0 TOJYy4eHHUI0 MPOo(ecCHOHATBHBIX YMEHHUH M OMbITa MPOo(eCcCHOHANBHON AeSITeThbHO-
ctH, [Ipon3BoAcTBeHHAs — MpeNIUIUIOMHas MpaKkTHKa, ['ocyJapcTBeHHas UTOroBasi aTTecTa-
U

[Ipu ocBOCHWM MAaHHOW IUCHMIUIMHBI HEOOXOMMMBI 3HAHUWS, YMEHHS W HaBBIKH B
O(pOPMIICHUH M COCTaBJICHUM JIOKYMEHTOB; 3HAHHE 3aKOHOJATENBHBIX M HOPMATHBHO-
METOJMYECKUX IOKYMEHTOB B chepe HHPOpMAIU U TOKYMEHTHPOBAHUS; 3HAHUE TIPABOBBIX
HOPM, MPEAYyCMAaTPUBAIOIINX OTBETCTBEHHOCTD 32 ONPEAEICHHBIN BU ICITHUM.

3 Komnerenuun ody4aromerocsi, popmupyemMbie B pe3yJibTaTe 0CBOCHUS
AUCHMILIMHBI (MOAYJIs1) ¥ IVIAHMPYeEMbIe Pe3yJabTaThl 00y4eHHus

B pesynbrare ocBoeHus nucHUIUMHEI (Moayns) «KoHdumeHmanbHoe AeT0Ompon3BOI-
CTBOY» OOyUaroluics J0KeH 001a1aTh CIeYIOIUMHA KOMIIETEHIUSIMU:



CTpyKTypHBI
JJIEMEHT

KOMIICTCHII N

[Tnaaupyemblie pe3yiabTaThl O0yUeHUS

OIIK-1 cmoco0HOCTBIO HCIIOJIL30BATH TCOPETHYCCKUEC SHAHUA U METOAbI UCCTICT0BAHUSA

HA MPaKTHKeE

3HaTh

OCHOBHBIC ONIPECACIICHUA W NOHATHA, OCHOBHBLIC MCTObI PICCJICZ[OBaHHﬁ,
OnmpeACIICHUA IMPOLUECCOB HCIIOJIB30BAHUA TCOPETUUYCCKUX 3HAHUH U Me-
TOOOB UCCIICAOBAHW HA IPAKTHUKE

YmMmets pacrnio3HaBath 3G GeKTUBHOE pelieHrne 0T HedP(HEKTUBHOTO,
MPUMEHSTh TCOPETHYECKUE 3HAHUS U METOJbl MCCIEAOBAHUS 3HAHUS B
poECCUOHATIBHOMN JICATEIIbHOCTH; UCIIOJIb30BaTh UX HAa MEXKIUCIUILIHU-
HAapHOM ypOBHE;
KOPPEKTHO BBIPAKATh M apryMEHTHPOBAHHO OOOCHOBHIBATh TEOpPETHYE-
CKHE 3HAHUS U METOJIbI UCCIICIOBAHNSI HA TPAKTUKE

Brnanets NPaKTUYCCKHUMHU HaBBIKAMU, CITIOCOOAMU OICHUBAHUS 3HAYUMOCTH U

HpaKTH‘{eCKOfI MMPUTOJHOCTHU HUCIIOJIL30BAHHUA TCOPETUICCKUX 3HAHHUH U
MCTOHO0B HUCCIICAOBAHUS HA ITPAKTHKC, OCHOBHBIMH MCTOAAMH PCIICHUA
3aJa4 B 00J1aCTH UCIIOJIH30BaTh TCOPCTUUCCKHUEC 3HAHUA U MCTO/AbI
HCCIICNOBAHUS HA ITPAKTHUKC,

IIK-5 BiaageHneM TeHACHUUSAMHM Pa3BUTHA HHGOPMANUOHHO-IOKYMEHTAMOHHOIO
o0ecrnieyeHusi YIPaBJIeHUs U APXUBHOIO JeJia

3HaTh

oOmienpogeccuoHalbHble TEOPETUYECKHE M METOAMUYECKUE OCHOBBI pas-
BUTHUSI WHPOPMALMOHHO-TOKYMEHTAIMOHHOTO O0ECTICYCHHUsT YIIPABICHUS
Y apXHUBHOIO Jeja

VYmMmern

IPUMEHSTh Ha MpaKTUKe oOuienpodeccuoHaibHble TEOPETUYECKUE U Me-
TOJMYECKHE OCHOBBI DPAa3BUTHS HH(OPMAIIMOHHO-TOKYMEHTAIIMOHHOTO
o0ecrnieyeHys ynpapiaeHUsl U apXUBHOTO JeNa

Bnanets

crocob6aMu OlIEHWBaHHUs 3HAUMMOCTH M TPAKTHUECKOM MPUTOTHOCTH pa3-
BUTHSI UHPOPMAIIMOHHO-TOKYMEHTAIIMOHHOTO 00ECTIeUeHUsl yIpaBICHUs
Y apXUBHOIO JeNa

IIK-12 c¢noco0HOCTBLIO BBISIBJIATHL U OTﬁl/IpaTl) HOKYMEHTBI JIdA pa3sHbIX TUIIOB U BH/10B

nyoJauKanun

3HaTh IIpaBWJia U1 METOJIMKY BBISIBJICHHUS U 0TOOpA JOKYMEHTOB JJISl pa3HbIX TH-
NIOB U BUJIOB MMYOJUKAIUI

YmeTh MPUMEHSTh BbIOpAHHBIE JOKYMEHTHI JUISl pa3HbIX THUIIOB M BUAOB MyOIH-
Kalui B MpoQecCHOHAIbHON JesITeIbHOCTH; UCIONb30BaTh UX HAa MEX-
JUCIUIIMHAPHOM YPOBHE

Brnanets MPAKTUYECKUMH HABbIKAMH BBISBIEHUS M OTOOpa JOKYMEHTOB JUIsl pas-

HBIX THUIIOB U BUI0B Hyﬁ]’[HK&HHﬁ 1 HaBBIKaMM UX HCIIOJIB30BaHUA

ITK-17 BiaageHuem MetoaamMu 3amThl HHGOpMAUUK

3HaTh oOmienpogeccuoHaNbHbIe TEOPETUUYECKUE M METOJNYECKHE OCHOBBI MH-
dbopMaImoHHON 6€30MaCHOCTH U 3alTUTHl UHOPMAIUU

YmMmeth pacrio3HaBaTh 3(p(EeKTUBHOE NpPUMEHEHHE B MNPOQPECCHOHATIBHON jes-
TEJIbHOCTU METOJIOB 3aIlMThl HH(OpMalUK 0T HeAP(HEKTUBHOTO

Brnaners NPAaKTUYECKMMU HABBIKAMU 3alllUThl MHPOPMALMU U HaBBIKAMH HX HC-

IIOJIB30BaHUA

ITK-20 coco0HOCTHI0O HCMOJIL30BATH NMPABUJIA OPraHU3aALMHU BCEX ITANOB padoThl € 10-
KYMEHTAMH, B TOM YHCJIe APXMBHBIMHU IOKYMEHTAMH

3HaTh o0riernpogeccuoHaNbHbIe TEOPETUYECKHE U METOIMYECKUE OCHOBBI Opra-
HHU3allUU BCEX 3TAroB PabOTHI ¢ JOKYMEHTAMH, B TOM YHCJIE apXWBHBIMH
JOKYMEHTaMH

YMmeTh pacrio3HaBath 3((EKTUBHOE NpPUMEHEHHE B NPOPECCHOHATIBHON jes-
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CTpyKTypHBI

JJIEMEHT [Tnanupyemble pe3yabTaTbl 00y4eHUs
KOMIIETEHIIUHU
TEJILHOCTH TPaBUJIa OPraHU3aLMU BCEX 3TANOB pabOThHI C JOKYMEHTaMHU, B
TOM YMCJI€ APXUBHBIMU IOKYMEHTaMHU OT HE3(PPEKTUBHOTO
Buaners IIPAaKTUYECKMMHU HAaBBIKAMHU MCIIOJB30BaHUS HA MEKIUCLUUIIIIMHAPHOM

YPOBHE ITIpaBUJI OpraHu3anu BCEX 2TaIllOB pa6OTI>I C IOKYMCHTaMH, B TOM

YHUCJIC apXUBHBIMU JOKYMCHTAMU

IIK-26 BiageHneM HaBbIKAMHU 00Pa00OTKH JOKYMEHTOB HA BCeX ITamax JOKyMeHT0000-

poTra, CuCreMaTus

AllUHu, COCTABJICHUA HOMCHKJIATYPbI J1€J1

3HaTh

OCO6CHHOCTI/I, [MpaBujia WU IPUHIHAIIBL O6pa6OTKI/I JOKYMCHTOB Ha BCCX
oTalax I[OKYMGHTOO60p0Ta, cucréMaTru3lanun, COCTaBJICHHWSA HOMCHKJIA-

TYPBI OCJI

YmeTh

06pa6aTBIBaTB JOKYMCHTBI Ha BCEX dTallaX )IOKYMGHTOO6OPOT8., CHUCTEMaA-
TU3UPOBATHL HUX, COCTABJIATL HOMCHKIIATYPBI ACJI; MCIIOJIb30BATh JAHHBLIC
SHAHUS Ha MCKANCIUIVIMHAPHOM YPOBHC

Brnaners

BO3MOXHOCTBIO MCKIAUCHUIITIMHAPHOIO IMPUMCHCHWSA HABBIKOB o6pa60T-
KN JOKYMCHTOB Ha BCCX 3Tallax I[OKYMCHTOO60pOTa, CHUCTEMATHU3alluH,

COCTaBJICHUS] HOMEHKJIATyphl Jell

JIIK-2 cnoco0H

OCTHI0O OPHUEHTHPOBATHLCSI B 3aKOHOJATEIbHOWH M HOPMATHBHO-

MeToau4ecKoi 0a3e MHGPOPMAIHOHHO-TOKYMEHTAIMOHHOT0 00ecieyeHus1 yNIPaBJIeHusl 1
APXUBHOTIO /IeJIa U CMEKHBIX 00J1acTei

3HaTh

3aKOHOJATEIBHYI0 U HOPMAaTUBHO-METOINYECKYIO 0a3y HHPOPMAIMOHHO-
JIOKYMEHTAITMOHHOTO O0ECIICYCHHUsI YIIPABICHHSI U apXUBHOTO JIEIIa; Mpa-
BOBYIO 0a3y CMeXHBIX obOnacTelt B chepe KOHPUIECHIIUATBLHOTO JIeIONPO-
W3BOJICTBA

VYmMmern

MPUMCHATH n OICpHUpoOBaThH 3aKOHOI[aT€JIBHOI>'I u HOPMAaTUuBHO-
MeTOANYECKONH 0a30il JOKYMEHTAI[MOHHOIO OOecledYeHusl YIpaBiIeHUs U
apXMBHOTO JieJa, a TaK)Ke€ CMEKHBIX obnactell B cpepe KOHPUIAEHIINATb-
HOTO JIeJIONPOU3BOJICTBA

BrnaneTs

crocob6aMy OIEHUBAHUS 3HAYMMOCTH U MPAKTUYECKOW MPUTOAHOCTH HC-
MOJIb30BaHUs 3aKOHOJATEIbHOH M HOPMAaTMBHO-METOJIMYECKOH 0a3oif
MH(OPMaLMOHHO-A0KYMEHTAIIMOHHOTO O0OEeCIeueHusl YIpaBiIeHUs U ap-
XMBHOTO JieJla U CMEXHbIX o0JacTelt B chepe KOH(PUACHIUAIBHOTO JIEJI0-

IIPOU3BOJICTBA

JIIK-6 cnocoGHOCTHI0O OPraHu30BaTh padoTy C AOKYMEHTaMH, COJEpPKAIMMH HHPOp-
MALMI0 OTPAHUYEHHOI0 10CTyNa

3HaTh oOuienpodeccuoHaibHble TEOPETUUECKHE U METOAMYECKHE OCHOBBI pado-
Thl C JIOKYMEHTaMH, COAEpXallUM{U HH(POPMAIUI0 OrPaHUYEHHOIO J10-
cTyna

Ymerb OCYILIECTBIISATh U OPTaHU30BBIBATH pabOTy Ha NMPO(ecCHOHANTBHOM YPOBHE
C IOKyMEHTaMH, COACPKaIMMIA WHPOPMAIIUIO OTPAaHUIEHHOTO JOCTYIa

Brnaners HaBBIKAMU T10 OCYIIECTBJICHUIO M OpraHM3aluu paboThl Ha MpodeccHo-

HAJIbHOM YPOBHE C JIOKYMEHTaMHM, COJepKallMMHU HUH(OPMAILIUIO OTpaHu-

YCHHOI'O JOCTYyIla

4 CTpyKTYpa U colepkaHue IMCUUILIUHBI (MO1YJIs1)

OO0mias TpyA0eMKOCTh JUCIUIUIMHBI cocTaBisieT 3 enauauin] 108 wdacos:
— KOHTakTHas pabota — 4,4 akaj. 4acoB:

— ayauTo

pHas — 4 aKkaj. 4acoB;




— BHeayautopHas — 0,4 akaja. 4acoB
— camocTosTenbHas padora — 99,7 akan. 4acos;
— TOJrOTOBKA K 3a4ery — 3,9 akaj. yaca.

AynutopHas
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1. Paznmen. CymHoCTh U 3 |11 11
0COOEHHOCTH KOH(pHUICH-
[IUATBHOTO JICJIOTPOU3BO/I-
CTBa
1.1. Tema. Kondunenmu- 5 [IloaroroBka k|Ompoc TIK-12
anbHast nHpopManus u ee nexkuuu. [lon- —3y8
BUEI TOTOBKA  BBI- CK-2 -
CTYIUICHHM 110 3y8
BHUJaM TalH
1.2. Tema. Opranuszanus 5 |[loaroroBka k|Ompoc [K-5 -
KOH(UICHIIMATHLHOTO JIe- JIEKLIUU. 3)8
JIOTIPOU3BOJICTBA TIK-12
—3y8
[ICK-2
—3y8
IICK-6
— 38
1.3. Tema. Kommuiekc mep 6 |[ToxroroBka k|[Tomrororka IK-12
1O 3aIIuTe KOHPHUACHIIN- nekuuu. Pa3-|BBICTYIUICHHS ¢ |— 3)8
aNbHON MHpOpMaATUN pabotka  no-|mpesentanueit |I[TI1K-
KYMEHTOB He- 17—
00X0IUMBIX 3y8
IUist  paboThI TICK-6
CITY)OBI KOH- —3)8
buaeHIMaTh-
HOTO JieIno-
MIPOU3BOJICTBA
1.4. Tema. Cucrema go- 6 |ITomroroska k|CocraBineune |IIK-17
CTymna K KOH(UIEHITHAb- nexuuu. Pa3-|makera goky-  |—3)8
HBIM JJOKYMEHTam pabotka Ilo-|menToB mo pe- |IICK-6
TIOKEHUS O ’KUMy JocTyna |— 3)8
cucTteMe  Jo-
CTyla K KOH-
buneHnuamb-
HBIM JIOKYMEH-
TaMm
1.5. Tema. Pesxum coxpan- 6 |IlogroroBka k|Ompoc [K-17
HOCTU KOH(UCHIHAIb- nekuuu. U3y- — 38
HBIX JOKYMEHTOB 4yeHue o0opy- I1CK-2




AynutopHas

KOHTAKTHAs | & = E’
paGota L‘EQ DopMBI TEKY- = =
w8 Iero u >~ 5
o | (Bakam. 4a- | § 3| Bux camocTo- 2 E
Pasnen/ tema 2. 5 5 . |IPOMEXYTOYHO-| £ S
= cax 5 4| ATenbHOU 25
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Slg |8 g2 KOHTpOJIS ycIle- | = %
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JIOBaHUSI  He- —3)8
00X0IUMOro I[ICK-6
Uil obecrieye- —3y8
HUS ~ COXpaH-
HOCTH KOH(DH-
JICHIIMATbHBIX
JIOKYMEHTOB
1.6. Tema. OTBETCTBEH- 5,7 |\IlogrotoBka k|AHanus 3ako- [I1K-17
HOCTb 32 pa3riialicHue JICKITUH. HOJATEIbHBIX  |— 36
CBEJICHHUI KOH(HICHITH- aKTOB [1CK-2
QJIBHOTO XapaKTepa —3)8
[1CK-6
—3)8
Hroro no pa3zneny /1] 111 33,7
2. Paznen. Opranu3anus /1] 1/1
KOH(HIEHIIMATIBHOT'O J10-
KyMEHT0000poTa
2.1. Tema. Haznauenue u 6 |[loaroroBka k|Ompoc TIK-17
BU/JIbI yueTa KOHPUACHIIN- nexkuuu. Pas- —3)8
AJIbHBIX JOKyMEHTOB. YUeT paboTka u 3a- I1K-26
HoOcuTenel KoH(pUICHIIN- TIOJTHEHUE —3)8
JIbHOM MHpOopManuu YUYeTHbIX (hopM
2.2. Tema. JIBmxeHne u3- 6 |IlogroroBka k|IloaroroBka ITK-20
JlaBaeMbIX KOH(HICHIIH- aekuuu. Pa3-|y4eTHBIX JOKY-|—3)6
aJbHBIX IOKYMEHTOB U UX paboTka U 3a- MEHTOB I1K-26
y4er MOJTHEHUE —3)8
YUETHBIX I1CK-6
dopm. Pazpa- —3y8
00Tka Mapii-
pyta  JIBHXKe-
HUS BHYTPCH-
HUX  KOH(pU-
JICHIIHATBHBIX
JJOKYMEHTOB
2.3. Tema. Ilonyuenue u 8 |IlomrorosBka x|Iloaroroska I1K-20
OTIIpaBlIeHHE KOH(HICH- aekiuu. Pa3-|yd4eTHBIX JOKY-|—3)6
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HBIX JIeNd pHBI €1 TIK-26
—3)8
I1CK-6
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2.7. Tema. Ilogroroska 10 |ITomroroBka k|Odopmienne |I[IK-5 —
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nema, akra o0 TICK-6
YHAYTOXXCHUHU —3)8
JIOKYMEHTOB U
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2.8. Tema. Ha3nauenue, 10 |[TTomroroBka k|Omnpoc [K-17
BUJIbI M IPUHIUIIBI TIPOBE- nexkuuu. Pabo- —3)8
JIeHUs IIPOBEPOK HAIMYUS Ta KOMMCCUH [1CK-6
KOH(HIeHIIMATIbHBIX J0- o  IpoBeze- —3)8
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5 Oopa3oBare/ibHbIe U HH(POPMALIMOHHBIE TEXHOJIOTHH

[Ipu mpoBeneHUU 3aHATUNA U OPraHU3AIMHU CAMOCTOSITENIBHON PadOTHI CTYAEHTOB HC-
HOJIB3YIOTCS: MPAOUYUOHHbIE MEXHOI02UU 00YYeHUs, TIPeIIoaralone nepeaady napopma-
MM B TOTOBOM BHUJE, (OPMHUPOBAHUE yUEOHBIX YMEHUU MO 00paslly: JNEKIUS-U3I0KCHHE,
JEKIHSA-00BsICHEHNE, MpaKTUUeCKre padoThl, KOHTpOJbHas pabota u ap. Mcmonb3oBaHue
TPaJULIMOHHBIX TEXHOJIOTHH OO0ecreurnBaeT OPUEHTHPOBAHUE CTyJEHTa B MOTOKe MH(OpMa-
IIUU, CBSI3aHHOW C Pa3IMYHBIMU TMOJIXOJAMH K ONPECIICHUIO0 CYIIHOCTH, COJICPIKAHUS, METO-
0B, GOpM pa3BUTHS U CAMOPA3BUTHUS JTUUHOCTH; CAMOOIIPEIETIECHUE B BEIOOPE ONTUMAIBHOTO
MyTH U CIIOCOOOB JTMYHOCTHO-TIPO(ECCUOHATLHOTO PA3BUTHS;, CUCTEMATH3AIUIO 3HAHUMN, T10-
JYy4EHHBIX CTYIAEHTaMH B MPOLIECCE ayTUTOPHOM U caMOCTOATeIbHOU paboThl. [IpakTnyeckue
3aHITHSI 00ECIIEYNBAIOT PA3BUTHE M 3aKPEIUICHUE YMEHHU W HaBBIKOB OMPEICIICHUS Teliel 1
3a/1a4 caMOpPa3BUTHS, a TaKXKe MPUHATUS Hanbosee 23(GEeKTUBHBIX PEIIeHUH MO UX peannsa-
107078

Peanuzamusi KOMIIETEHTHOCTHOTO IMOAX0/1a MpeaycCMaTpUBaeT UCIOJIb30BaHUE B yueOd-
HOM TIPOIIECCE AKTUBHBIX M MHTEPAKTUBHBIX (JOPM TMPOBEICHUS 3aHITHH (KOMITBIOTEPHBIX
CUMYJIISIIIUH, JIETIOBBIX U POJIEBBIX UTP, Pa300p KOHKPETHBIX CUTYaIlMi) B COUETaHUU C BHea-
YIUTOPHOI paboToH ¢ 1enbio (OPMUPOBAHUS U Pa3BUTHS MPO(HECCHOHATBHBIX HaBBIKOB 00Y-
YAFOIIUXCS.

[Tpr OCBOSHWM JHCHIUILIMHBI UCIIOJIB3YIOTCS CICAYIONINE COYCTAHHUS BHUJIOB YYICOHOM
paboThI ¢ Memodamu u popmamu axkmusuzayuU NO3HABAMENbHOU dessmelbHocmu 0aKaIaBpoOB
JUTSL TOCTHIKEHUS 3aIUTAHUPOBAHHBIX PE3YJIbTATOB 00yUeHHS B (POPMHUPOBAHUS KOMITCTCHITUH:

1. HudopMaiimoHHO-pa3BUBAIOIINE TEXHOIOTHH. M3yueHne TeopeTudecKkoro MaTepu-
aJyla Ha JICKIUAX C WCIIOJIh30BAaHUEM KOMITBIOTEPHBIX TEXHOJIOTHH. CaMOCTOSITeIbHOE H3yde-
HUE CIEIUAIbHON y4yeOHOW M HAydHOH JUTepaTyphl, BKIIOYAs dJIEKTPOHHBIE CPEJICTBA WH-
dbopmariuu.

2. Pa3BuBaronue mpoOiIeMHO-OPHEHTUPOBAHHBIE TEXHOJOTHH. PaboTa Ha mpakTuye-
CKHX 3aHATHSAX C aKTUBU3AIMEH MBICIUTEIIBHON aKTHBHOCTH, CITOCOOHOCTH BHJIETH IIPOOIIEMY
U BBIOMpATH CIIOCOOBI €€ pasperieHus (00Imas AUCKyccus, padoTa B KOMaHAEC U WHIAWUBUIY-
ajbHas JCSATEIHHOCTD).

3. JIMYHOCTHO-OpUEHTUPOBAHHBIC TEXHOJIOTUM OOydYeHUsS. YUeT YpOBHS CIOCOOHO-
cTeil 00y4aeMbIX M CO3JaHHE YCIOBUH ISl Pa3BUTHS WHIAMBUIYATbHBIX CIIOCOOHOCTEH. ITO
JOCTUTAETCS MyTeM MOoA00pa WHIUBUAYAIBHBIX 3alaHUi 1 OOIIEHHS MpernoaBaTelis co CTY-
JIeHTaMH B (popMe UHIUBUIYaTbHBIX KOHCYJIbTALUM.
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[Ipu mpoBeneHUN 3aHATUN M OPTaHU3ALUU CAMOCTOSITEIBHON paboOTHl CTYIEHTOB HC-
HOJIB3YIOTCS TAKXKE UHMEPAKMUBHbIE MEXHON02UY 00YYeHUs, TIPEATIONIAralolue OpraHu3aluio
00y4eHHUsl KaKk HNPOAYKTHMBHOW TBOPUYECKOH AEATEIbHOCTU B PEKHUME B3aUMOJECHCTBUS CTY-
JEHTOB JPYT € APYTOM H € IIPENoaaBaTeiieM.

Jns sddexTuBHOrO (HOPpMUPOBAHMS 3aIJIAHUPOBAHHBIX KOMIIETCHLIUH CTYIEHTOB HC-
HOJIB3YIOTCS CIIEAYIOIINE COYeTaHUsl BUJJOB y4eOHOM paboThl ¢ MeToJaMHu U (OpMaMU aKTH-
BU3AIIMU 00pa30BaTEIbHOM JEATEIbHOCTH:

MeTtoabl 1 popMbI Buabl yueOHoii 1eATeJIbHOCTH
aKTHBU3ALUM /1es- JIK CemuHap CPC
TeJbHOCTH
Juckyccus X X
IT-meToBI X X
Komanzanas pabora
Pazbop keiicos
Onepexatomrass CPC X
[Ipo6nemHoe o6yueHue
OOyueHre Ha OCHOBE
OIbITa
Hanucanue crateu
JlemoBas urpa X
Meto1 npoeKkToB X X

b

PR e[X
>

Jlis nocTHKeHUs MOCTAaBIEHHBIX 1eJIel MpenoJjaBaHusl AUCIUILIINHBI PEAIn3YIOTCS Clle-
JYIOLIME CPeICTBA, CHOCOOB! M OPraHU3a[IOHHBIE MEPOIPUATHS:

— CaMOCTOSITEIbHOE M3YUYEHHE TEOPETHUYECKOTO MaTepuasa AUCLMILIUHBI C UCIOIb30-
BanueM Internet-pecypcos, nundopmarmoHHbIx 0a3, METOJIUMYECKUX PA3paO0TOK, CIICIIHATIbHOMN
y4eOHOM U Hay4yHOH JIUTepaTyphl;

— BBINIOJIHEHUE TPOOJIEMHO-OPUEHTUPOBAHHBIX, TOUCKOBBIX, TBOPUYECKUX 3a/laHUM.

6 YuedHo-MeTOANMYECKOE OOecTIeyeHre CAMOCTOATEbHON PadoThI 00yyaromuxcst

Ilepeuenv mem 0na n0020MO6KU K CEMUHAPCKUM 3AHAMUAM:

Tema 1.1. Konguoenyuanonas ungpopmayus u ee uovl

1. Bunsl unpopmanmu B 3aBUCUMOCTH OT KaTE€rOpUH JI0CTYTIa

2. TlepedeHb CBEICHHIA, COCTABISIONINX TOCY/IapCTBEHHYIO TaHY

3. Ilepeuens cBepeHull, He MOJUIEKAIIMX OTHECEHUIO K TOCYIapCTBEHHON TaiiHE U 3a-

CEKPEYHBAHUIO

Ilepeuenp cBeneHuil KOHUACHIMAIBHOTO XapaKkTepa

5. Ilepeuens cBeneHmit, HE TTOICKAIINX OTHECEHUIO K CITY)KeOHOM MHpOpMAITUU OTpa-
HUYEHHOT'O PACIPOCTPaHEHUs

6. Bumel naopmanmm, He MojIexanue OTHECEHHIO K KOMMEPYeCKOH TaitHe

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

&

Tema 1.2. Opeanuzayus KOHGUOEHYUATLHO2O 0eIONPOU3BO0CTNEA

1. IIpusHaku KOH(DUASHIHAILHOTO JIEIOMPON3BOICTBA

2. CooTHolIeHne KOH(UACHIIHAILHOTO U OTKPBITOTO JCJIOMPOU3BOICTBA

3. TlepeyeHb HEOOXOAUMBIX HOPMATHBHBIX JOKYMEHTOB I (DYHKIIMOHUPOBAHUS KOH-
(bUACHIIMATBEHOTO IETONPOU3BOJICTRA.

Tema 1.3. Komnnexc mep no 3awume KoHGUOeHyuaibHou uHghopmayuu
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1. CxeMblI CTPYKTYPHOI OpraHu3alny KOH(QUIACHINAIBHOTO JeONPOU3BOACTBA

2. CopeprkaHue TepedyHs BUI0B HHPOPMaIK KOH(OUACHIIMATBHOTO XapakTepa

3. Coxepxanue mepeyHsi AOKYMEHTOB, COJAEPKAIIMX HMHPOPMALHUIO KOH(PHUIACHIUATb-
HOTO Xapakrepa

4. Criucok paOOTHHKOB OpraHU3allM, UMEIOIIUX MPaBO JOCTyNa K KOH(UIACHIHATb-
HBIM JOKYMEHTaM

Tema 1.4. Cucmema oocmyna K KOHQUOEHYUATbHBIM OOKYMEHMAM

1. TpeGoBanus K pa3pabOTKE CUCTEMBI TOCTYTA K KOH(PHICHIIMATIHHBIM TOKYMEHTaM

2. JlocTym K MalIMHHBIM HOCUTEISIM KOH(UICHIIMAIBHON HHpOpMAIUU

3. Odopmiienue paspenieHus Ha JOCTYI K KOH(PHUIEHITUAIBHBIM IOKYMEHTaM

4. TTomHOMOYMS JOJKHOCTHBIX JIMI[ IO Pa3pEIICHUI0 JOCTyNa K KOH(UICHIINATBHBIM
JOKYMEHTaM

5. INonoxeHue o cucTeMe TOCTyNa K KOH(PHUACHIIHATBHBIM JIOKyMEHTaM

Tema 1.5. Pexcum coxpannocmu KonguoenyuanibHuix 00KYMeHmMOo8
1. TpeGoBaHusI K MOMEUICHUIO TOJpa3eieHUs] KOH(PHUIESHINATBHOTO IEIONPOU3BO/I-
CTBa

2. TpeGoBanus K OKHAM TOMEIICHUIH KOH(HICHIMATHHOTO AEJIOMPONU3BOICTBA, BXO-
HBIM JBEPSIM IIOMEIIECHUN U IK3EMILISPAM KIIFOUEH OT HUX

[Topsnox oOpatieHus: ¢ KOHPUIECHIUATbHBIMU JOKYMEHTAMU

VYuer XpaHUIUIL ¥ KIIFOYEN OT HUX

VYder HapylIeHn TOpsiIka 00palieHus ¢ KOH(QUACHIIMATEHBIMU IOKyMEHTaMU

Hw

o

Tema 1.6. Omseemcmeennocmo 3a pasenauieHue c8e0eHull KOHQPUOEHYUANbHO20 XAPAK-
mepa

1. JIucuumimHapHas OTBETCTBEHHOCTH 3a pasrIIallieHUe CBEICHUN KOH(PHICHIINATHHOTO
xapaktepa

2. MatepuanbHasi OTBETCTBEHHOCTh 32 pasIIallieHUe CBEACHHHA KOHQHUICHIMATHLHOTO
xXapakTepa

3. AIMUHUCTpATUBHAS OTBETCTBCHHOCTH 3a pasrjallleHue CBEICHUN KOH(MUICHIIHATb-
HOTO XapakTepa

4. I'paxTaHCKO-TIPaBOBas OTBETCTBCHHOCTh 3a pa3rJallicHUe CBEACHHMA KOH(HIICHIN-
AIBHOTO XapakTepa

5. YronoBHas OTBETCTBEHHOCTh 3a pa3IJIalliCHWE CBEICHUH KOH(MUICHIIMAIHLHOTO Xa-
pakTepa

Tema 2.1. Haznauenue u 6uovl yuema KOH@PUOEHYUATbHBIX OOKYMEHMOs. Yuem HoCu-
meneti KOHQUOeHYUANbHOU UHDOpMayUU

1. TIpouenypsl, BBIOIHAEMBIE TIPU ydeTe KOH(PUICHIIMATBHBIX JOKYMEHTOB

2. CezneHus1, BKIIIOYaeMble B YUETHYIO (hOpMy IpH perucTpanuiy KOHPHUICHIIHATbHBIX

JIOKYMEHTOB

3. 3agaum ydera HOCHTENEH KOHGUACHIIMATFHON HHPOpPMAITUU

4. Bupapl OyMaXKHBIX U MAIIMHHBIX HOCUTENEH KOH(UIeHIMANBbHON nHpOopMauu

5. PexkBu3uThl, 0QopmIIsieMble HA HOCUTENSAX KOH(DUIEHIINAIBbHON HHpOopMauu

Tema 2.2. Jleudxcenue uzoasaemvix KOHQGUOEHYUANbHBIX OOKYMEHMO8 U UX YUem
Opranu3zaiys KOHQUICHIHATEHOTO TOKYMEHTO000pOTa

Cranuu KOHPHUACHIINAIBHOTO TOKYMEHTOO00POTa U UX JIOTHUECKOEe 000CHOBAHUE
OdopMneHre peKBU3UTOB U3/1aBAEMBIX KOH(HUICHIIMATHHBIX JOKYMEHTOB

['pudsl orpaHuveHus 10CTyna K JOKYMEHTaM

VY4er 4epHOBUKOB U MPOCKTOB KOH(PHICHITUATBHBIX TOKYMEHTOB

o~ E
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Tema 2.3. Ilonyuenue u omnpasieHue KOHGUOEHYUATILHBIX OOKYMEHMO8 U UX Yuem
1. TlomyuyeHue ¥ BCKPHITHE MMAKETOB KOH(DUIECHIIMAIBHBIX JOKYMEHTOB

2. OdopmieHne peKBU3UTOB MPH MOCTYIIICHUH KOH(PHUISHIIUATBHBIX JOKYMEHTOB
3. Odopmiienne peKBU3UTOB MPHU OTIPABICHUN KOHPUICHIIMATBHBIX TOKYMCHTOB

Tema 2.4. Yuem koHuoenyuanvuvix 00KyMeHmos 8bl0el1eHHO20 XPAHEeHUs]
1. Buabl JOKYMEHTOB BBIJICJIEHHOTO XPaHEHHUS

2. OdopmiieHre y4eTHOTO HOMEpa Ha JOKYMEHTaX BbIICIIEHHOTO XpaHEHHUS
3. CHsTHE TOKYMEHTOB C Y4eTa BbIICJICHHOTO XpaHEHUs

4. Kaprouka yuyera BpeMEHHOH BbIJIa4M JOKyMEHTa

Tema 2.5. Yuem xonuposanus KOHPUOEHYUATbHBIX OOKYMEHMO8

1. OcoGeHHOCTH y4eTa ¥ U3TOTOBJICHHS JOMOJIHUTENBHBIX IK3EMIUISIPOB (TUPaKUPOBa-
HUS1) KOH(PHUICHITUATBHBIX JOKYMEHTOB

2. Oco0eHHOCTH yueTa U CHATUS KOMUI ¢ KOH(PUIEHITUAIBHBIX JOKYMEHTOB

3. OcobeHHOCTH y4YeTa M MPOU3BOICTBA BEIMUCOK M3 KOH(PHICHIIUATBHBIX IOKYMEHTOB

Tema 2.6. Homenxnamypa xongpuoenyuanvuwvix oen. DQopmuposanue u ogopmienue
KOHMUOEHYUAIbHBIX Oell

1. OcoOGeHHOCTH COCTaBJICHHS M BEJICHUSI HOMEHKJIATYPBI KOH(DUISHITHATBHBIX JCIT

2. TlpuHimnbl 1 oco0eHHOCTH (GOopMUPOBaHKS KOHPUICHIIMATBHBIX JOKYMEHTOB B JIeja

3. Ocobennoctu oopmieHUs: 00I0KKH KOHPHUACHIIMATHHOTO JIeja

4. Ocobennoctu ohopMIICHHs BHYTPEHHEN OmMKcH KOH(UISCHIIMAIBHOTO J1ea

5. OcoOeHHOCTH 0OPMIIEHHUS JTUCTA-3aBEPUTENSI KOH(PHUIEHIIMAIBHOIO Jema

Tema 2.7. Iloocomoska koughuoenyuanohvix 0el U OOKYMeHmMOo8 OJisi ApXUBHO20 XPaHe-
HUs
DKcrepTu3a eHHOCTH KOHPUICHIINATBHBIX JIeT U JJOKYMEHTOB
DKcnepTu3a HEHHOCTH TIOKYMEHTOB BbIIETIEHHOTO XpaHEHUs
Kpurepun 11eHHOCTH TOKYMEHTOB
PaGora skcniepTHOM KOMHCCHUU, TPOTOKOJ 3aCeIaHus SKCIIEPTHON KOMHCCUU
CocrapiieHre omuced KOH(PUICHIIMATBHBIX JIeT IS IepeIadyl Ha apXUBHOE XpaHe-
HUE
6. YHUYTOXEHHUE JOKYMEHTOB, JIe)I U HOCHUTENIeH nH(pOpMaIun

arONE

Tema 2.8. Haznauenue, 6uovl u npuHyunsl npoGeoenus npo8epoK HAIU4Us KOHPUOEeH-
YUAbHBIX OOKYMEHMO8

1. IlpoBepku MpaBUIIBHOCTH MPOCTABJICHUS PETUCTPALIMOHHBIX JaHHBIX HOCUTENEH, 10-
KYMEHTOB, JI€JI U YYETHBIX )KYPHAJIOB

2. TlpoBepku TPaBUIBHOCTH IMPOCTABICHUS OTMETOK O JBWIKCHHH HOCHUTEICH, JTOKY-
MEHTOB U JI€JI, HE3aBUCUMO OT BPEMEHHU UX PETUCTpaLUU

3. IpoBepkn (haKTUUECKOTO HAJIHUYHUS BCEX HOCHTEICH M BCEX HE MOJIIUTHIX B Jella U
HE MEPEBEICHHBIX HA Y4ET BBIICIICHHOIO XPAHEHUs U3JAHHBIX U MTOCTYIHBIINUX J0-
KYMEHTOB, HE3aBUCHMO OT BPEMEHHU UX perucTpanuu (KBapTalbHbIE IPOBEPKH)

4. TlpoBepka (pakTUYECKOTO HAIWYMS BCEX J€J, JOKYMEHTOB BbIJIEJIEHHOTO XPaHEHUS U
YUETHBIX KYPHAJIOB (r0J10Basi MPOBEPKa)

Memoouueckue pexomenoayuu 01 NOO2OMOBKU K CEMUHAPY

JIJist MOATOTOBKM K CEMHHAPY HEOOXOAMMBI 3HAHUS JIGKIIMOHHOTO MaTepuayia U caMo-
CTOATEIbHAs MPOpPabOTKa JOTMOIHUTEIBLHON JUTEPATyphl U HOPMATUBHBIX HCTOYHHUKOB.
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Ilpumepnuoiii nepeuens mem peghpepamos:
Kommepueckas maiina
Cnyoicebnas matina
Tocyoapcmeennas maiina
Tatina menegonnvix u menecpapuwvix coooujerHut
Tatina cnedcmeus
Tatina cosewanus cyoeti
Taiina cosewjanus npucsAHCHbIX 3acedamenell

7. Tauna ceedenuii 0 nomepnesuwiux, ceuoemenel U UHbIX Y4ACMHUKOS Y2008HO20 C)-
donpouszeoocmaea

8. Aosoxamckas maiina

9. Homapuanvnas matina

10. Bhawnkosckas maiina

11. Hanoeosas maiina

12. Bpauebnas matina

13. Tauina nepenucku

14. Ilepconanvruvle oanHvle

15. Boewunas maiina

16. Tatina xpeoummnoii ucmopuu

17. Cemeiinas u nuunas maiinvl

18. Taiina ucnogeou

19. Taiina ycvinoenenus pebenka

20. JKypnanucmckas mavina

21. Cseodenus o cywyHocmu uzobpemeHus, NOLE3HOU MOOeIU UL NPOMBIULIEHHO20 00-
pasya 00 opuyuanrbHoU nYOIUKAYUY UHDOPMAYUU O HUX

ook wdPEE

Memoouueckue pekomenoayuu no HANUCAHUIO U 3awume peghepamos

B pedepare nomkHO OBITH MPENCTaBICHO MOAPOOHOE OMUCAHUE BHIOPAHHOTO BHUAA
TalHBI (KaTETOPUU; 3aKOHOJIATEIIBHBIC aKThI, PEryIUPYIONINEe OTHOIICHHS, CBI3aHHBIC C BH-
JIOM TaiiHbI OTpaHUYCHHS Ha PACIPOCTPAHEHHUE, Ha Tiepeady; MPUMEPBI U Ip.).

TekcT MoJbKeH CcoJep)KaTh TOJCTPOYHBIE CCHUIKM Ha WCIIOIB30BAaHHBIC HCTOYHHKHU
uHpopmanuu, opopmieHusie B cootBercTBUU ¢ ['OCT P 7.0.5-2008 «bubnuorpadudeckas
ccpuika. OOmre TpeOOBaHMS U MPABHIIa COCTABICHUSY.

Crpanunbl pedepata HyMepyroTcs apaOCKUMu IUppamMu ¢ COOMIOACHHEM CKBO3HOMN
HyMepaIuu o BceMy TeKCTy. Homep cTpaHUIBI MPOCTABIISETCS MO MEHTPY BEPXHErO OIS
CTpPaHUIIBI.

3ammTa pedepara OCyIIECTBISIETCS HA TIPAKTUIECKOM 3aHATHH, BO3MOXKHO C MUCTIONb-
30BaHHUEM MPE3CHTAIINN.

Tecmui 0na camonposepku:
Pazoen 1. Cywgnocmo u 0cob6eHHOCMU KOHPUOCHUUATIbHO20 0eI0NPOU3BO0CHIEA
1. Kakoii TOKyMeHT omnpeneisieT nepedeHb CBEICHUMN, COCTABISAIOMINX TOCYAapCTBEH-
HYIO TaliHy?
a) [TocranoBnenue [IpaBurensctea P® ot 11.02.2008 Ne 138 «O nepeuHe cBeeHUH,
OTHECEHHBIX K FOCY/IapCTBEHHOMU TailHe»;
6) Yka3 Ilpesunenta PO ot 30.11.1995 Ne 1203 «OO6 yTBep>KAE€HUU MEpeUHs CBeJe-
HUI, OTHECEHHBIX K FOCYJapCTBEHHOU TallHE»;
B) [locranoBnenue IlpaBurenscTBa PO oT 23.11.1996 Ne 18 «O06 yTBepxkaeHUU Tie-
pEUHs CBEICHUH, COCTABIIAIOLIMX IOCYIapCTBEHHYIO TallHy»;
r) Yka3 IIpesugenta P® ot 11.02.2006 Ne 90 «O nepeuHe cBeAEHUN, OTHECEHHBIX K
rOCyIapCTBEHHOW TaHEY.
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2. Kakue cBeieHUs] COCTABIISIIOT TOCYAApCTBEHHYIO TalHY?

a) cBeJIeHUS B 00J1aCTH HIKOHOMUKH, HAYKH U TEXHUKHU;

0) CBeJICHHS B BOCHHOM 00J1acTH,

B) CBEJICHUS B 00JIACTH BHYTPUIKOHOMHUYECKOHN AESITEIbHOCTH TOCYIapCTBa;

') CBEJICHUS B 00JacTU pa3BeAbIBATEIHLHON, KOHTPPA3BEIbIBATEIHHONW U OMEPATHBHO-
PO3BICKHOM AESITETbHOCTH;

1) CBEJICHUS B 00JIACTH HAYKH, U300PETEHUH U MOJIE3HBIX 00PA3I0B TEXHUKH;

€) CBeJICHUS B 00JIaCTH BHEIIHEH MMOJIMTUKUA U DKOHOMUKU;

3. Kak ®enepanbhbiit 3akoH oT 27.07.2006 Ne 149-®d3 «O6 unpopmanuu, napopma-
[IMOHHBIX TEXHOJOTUSAX M O 3allUTe WH(OOPMAIUUY» OMPEAeseT MOHATHE «KOHMUIECHINATb-
HOCTB HH(pOpMaIum»?

a) o0s3aTesbHOE ISl COOMIOJICHUST ONIEPATOPOM HJIM MHBIM JIMIIOM, MOJTYYUBIIUM JO-
CTyHI K MHPOpMaIMHU, TpeOOBaHUE HE JIOMYCKATh €€ pacpOCTpaHeHus 0e3 coriacus CyObeKTa
WIH HAJIMYWsI HHOTO 3aKOHHOTO OCHOBAHUS;

0) 03HAKOMJICHHE OTPEICIICHHBIX JIUI ¢ KOHPHUICHIIMAIbHONH HHPOPMAIIUEH, TOJIBKO C
coriacus ee o0Jaaaress Wik Ha MHOM 3aKOHHOM OCHOBAaHWU IPH YCIIOBUU COXPAaHEHUS KOH-
buaeHIMATBEHOCTH ATON HH(pOpMaIuH;

B) MPaBOBBIC, OPraHU3AIMOHHBIE, TCXHUICCKUE U WHBIC MPUHUMAEMbIC O0JagaTesieM
UHPOPMAIIUU MEPHI TI0 €€ OXPaHe;

T') 0053aTeNbHOE IS BBITOJIHCHUS JIUI[OM, ITOTYYHBIIAM JIOCTYI K ONPEICICHHON WH-
dopmanuu, TpeOOBaHKE HE NEPEAaBaTh TaKyH HH()OPMAIUIO TPETHUM JIUIAM O€3 COTrJIacHs
ee obmamaTens.

4. Kaxoif ToOKyMeHT omnpezenseT Buabl KoHUACHINaIbHOW nHpopManuu?

a) ITocranoBnenue IIpaButensctBa PO ot 11.02.1997 Ne 118 «O6 yTBepxk1eHUHN BU-
JIOB KOH(PHIEHIMAIbHON HHPOPMALIUNY;

6) Yka3 Ilpesunenta PO ot 06.03.1997 Ne 188 «O6 yrBepxaenuu Ilepeuns cBenenuit
KOH(UJEHIIMATILHOTO XapaKTepay;

B) IlocranoBnenue IlpaBurensctBa PO ot 11.02.2006 «O0 yrBepxkaenun Ilepedns
CBeJICHNN KOHPUACHIIMAIBHOTO XapaKTepay,

r) Yka3 IIpesugenta PO ot 23.11.2006 «O Buaax nHpopmanuu KOHGUIACHIHUAIEHOTO
XapakTepay.

5. Kakas cocraBisromas oTIn4aeT KOH(QUASHIUAIBLHOE AEI0NPOU3BOACTBO OT OTKPHBI-
TOT'O JI€JIONPOU3BOICTBA?

a) 3aIluTa cojiepxaliencs B KOH(UIEHIIMATbHBIX JOKYMEHTaX WH(OpMaluu;

0) TOKyMEHTHpOBaHNHE KOH(PHICHIIMATBHON HH(OpMAIINH;

B) Opranu3anus paboTsl ¢ KOHQUACHINATLHBIMU JOKYMEHTAMU;

I') perucTpanus KOHQUISHINATbHBIX JOKYMEHTOB.

6. Kakue HopMaTHBHBIE TOKYMEHTH! YCTaHABIMBAIOT €AMHBIM MOPSIOK CO3/AaHus, 00-
pabOoTKH, XpaHEHHUS ¥ UCTIOTIH30BAHUS KOH(HICHIINATHHBIX JOKYMEHTOB B OpTraHU3aInu?

a) CIHCOK paOOTHMKOB OpraHU3alMM, UMEIOIIUX MPaBO JOCTYyINa K KOH(UACHIHATb-
HBIM JIOKYMEHTaM;

0) mepedeHb HEPETUCTPUPYEMBIX JOKYMEHTOB;

B) MHCTPYKIUS O MOpsAIKE pabOThl C KOH(PHUIEHINAIbHBIMU TOKYMEHTaMHU;

I') IepeyeHb JOKYMEHTOB, COAEPKAIINX WH(POPMALNIO KOH(DUICHIINATBHOTO XapaKTe-
pa;

1) MHCTPYKLHUS IO JAETONPOU3BOJICTBY;

€) mepeyeHb BUI0B HH(OpMaIiu KOHPUACHIIMAIBHOTO XapaKkTepa;

) IepeveHb YHU(PUIIMPOBAHHBIX (OPM KOH(PHUICHIIMATBHBIX JOKYMEHTOB.
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7. B cOOTBETCTBHU C KaKMMH CHEIUAIBHBIMH JJOKYMEHTaMH JEHCTBYET CIIy)K0a KOH-
(bueHIaTBFHOTO AET0MPON3BOICTBA?

a) TIOJIO’KEHHE O CITyk0e KOH(PHICHINAIBLHOTO JeTIONPOU3BOICTBA;

0) MHCTPYKLUS O TOPsIIKEe PabOThI ¢ KOH(DUICHIIMATBHBIMH JOKYMEHTAMHU;

B) JOJDKHOCTHBIE HHCTPYKIIMU paOOTHHKOB;

T') IpaBUJIa BHYTPEHHETO TPYIOBOTO pacHOpPsIIKa.

8. I'me moMmKHBI XPaHUTHCS 3aIacHBIC SK3EMIUISIPHI KIFOUEH OT MOMEIIeHUNH KOHQU-
JICHIIMATBHOTO JIEJIONPOU3BOICTBA, PACTIANTHBIX METAIUTMYECKUX PEUICTOK Ha OKHax, ceH(oB
1 mKagos?

a) B KaOMHETE Y pyKOBOIMTEIS OpPTraHU3allnY;

0) B onevaTaHHBIX HOMEPHOH MeYaThio MEeHAIAaX WU KOHBEPTaX MOJpa3/IeiCHHs KOH-
(bUIeHIIMATEHOTO JISJIONPOU3BOJICTBA UIIH B CITY)KOEe 0€301MacHOCTH.

B) B ONCYATAHHBIX MTEHATAX WM KOHBEPTAX Ha BAaxXTe;

r) B ceiide B Oyxranrepuu.

9. Kak oopmitsiercst paspenieHne Ha JOCTYI K MOCTYNUBIIAM WU M3/1aHHBIM KOH(U-
JIEHIIUATLHBIM IOKYMEHTaM?

a) Ha 00OPOTHOH CTOPOHE TOKYMEHTA B BUJIC ILTAMIIa;

0) B BHJIE «OTMETKH O JOCTYIE K TOKYMEHTY»;

B) B BUJIE «IpH(a COTIIaCOBaHUSY;

r) B (hopme pe30JIoLIMH Ha JOKYMEHTE.

Pa3zoen 2. Opzanu3zauusa KOHUOEHUUATbHO20 OOKYMEHM0060poma
1. KakoBa ocHOBHas 11€J1b y4eTa KOH(UICHIUAIbHBIX TOKYyMEHTOB?
a) peructpanusi KOHQUIEHIUAIbHBIX JOKYMEHTOB;
0) oOecrnieueHre GU3MUECKON COXPAHHOCTH, KOMIIJIEKTHOCTH M LIEJIOCTHOCTH KOH(HU-
JEHIUAIbHBIX JJOKYMEHTOB;
B) obecriedyeHue MoATMHHOCTH KOH(PHICHIIMATbHBIX JOKYMEHTOB;
r) hopMupoBaHKe KOH(PUIEHIINAIBHBIX JOKYMEHTOB B €.

2. I'me mpocrapnsgercs WTaMI C yKa3aHUEM Y4ETHOTO HOMepa M KOJIMYECTBA JINCTOB
KOH(HIEHIIUATIBHBIX JJOKYMEHTOB?

a) B BEpXHEM IIPaBOM YTJIy Ka)KJOr0 JUCTA JOKYMEHTA;

0) B BEpXHEM JIEBOM YTy KaXJIOTO JIMCTa IOKYMEHTAa,

B) B BEPXHEM IPaBOM YTy TOJIBKO MEPBOTO JIUCTA TOKYMEHTA;

') B BEPXHEM JIEBOM YTy TOJBKO IIEPBOIO JIUCTA JOKYMEHTA.

3. Kakas unpopmanus ykaszpiBaeTcsi Ha 00JI0)KKaxX pabO4YMX M CTeHOrpauIecKux TeT-
panei?

a) rpu¢ KOH(PUIEHINATBHOCTH, (PaMUIHS U MTHULIUAIIBI HCIIOJTHUTEINS, CPOK XPaHEHUS;

0) rpud KOH(PUIEHIIUAIBHOCTH, KOJINYECTBO JIUCTOB, (GaMWINS U WHUIUAIBI UCIIOJ-
HUTES;

B) BUJ HOCUTENA, TpU( KOHPUICHIMATLHOCTH, KOJIMYECTBO JIUCTOB;

T') BUJ HOCUTEIS, TPU(] KOHPUAESHIINATBHOCTH, (DaMIIINs M MHULIHAIIBI UCTIOJIHUTEIIS.

4. Jlo Hayana cCOCTaBJICHUS TEKCTa KOH(UICHIMAIBHOTO TOKyMEHTA MPOBOAMUTCS OTIe-
panus:

a) perucTpanuu KoH(OUICHIINAIEHOTO TOKYMEHTA;

0) perucTpanuu HOCUTENS KOH(UISHIINATLHON HHPOPMAIIIH;

B) PErUCTpALMU MaKeTa IMOCTYIUBIIETO T0KYMEHTA,
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T') COTJIaCOBAaHUE TEKCTa KOHPHUICHIIMATHHOTO JOKYMEHTA.

5. Ecnu koH(pUIEHIIMATBHBIA TOKYMEHT Ie4aTaeTcs C YepHOBHKA, Kakas HHpOpManus
YKa3bIBA€TCs HA IIEPBOM JIUCTE YEPHOBUKA?

a) KOJIMYECTBO HEOOXOIUMBIX HK3EMIUIIPOB MPOCKTa JOKYMEHTA, KOJIUYECTBO JIHCTOB
YEPHOBUKA;

0) KOJTMYECTBO JIMCTOB YSPHOBHKA, (DaMIIIUS HCIIOTHUTEIIS;

B) KOJMYECTBO HEOOXOUMBIX 3K3EMIUIIPOB MPOEKTA TOKYMEHTa, (aMUIIUs UCIOIHU-
TEJs;

I') KOJIMYECTBO HEOOXOAMUMBIX 3K3EMILISIPOB MIPOEKTa JOKYMEHTA, (haMUIIUs UCIIOJHU-
TeJsl, KOJIMYECTBO JJUCTOB YEPHOBHUKA.

6. I'me mpocraBnsiercs ydeTHbII HOMEp U rpu( KOHPHUAESHIHATHLHOCTH HA MPOEKTE
KOH(HIEHIIMATIBHOT O IOKyMeHTa?

a) Ha KaXKJI0M JINCTE KaXJ0Ir0 IK3EMILIspa MPOEKTa JOKYMEHTA;

0) TOJIBKO Ha MEPBOM JIMCTE NMPOEKTA JOKYMEHTA B OIPEIEICHHOM ISl 3TOTO PEKBU3U-
Ta MECTE;

B) Ha BCEX JINCTaX MPOEKTA JJOKYMEHTA B JIEBOM HUKHEM YTy JIMIIEBOI CTOPOHBI;

I') Ha BCEX JIMCTAaX IPOEKTa JJOKYMEHTA B IPAaBOM BEPXHEM YIJy JIULEBOM CTOPOHBI.

7. C xakoii ornepanuy HaYMHAETCS paboTa C MOCTYNHUBIIMMH B OPTaHU3AINIO KOH(DH-
JICHLIUAIbHBIMU JOKYMEHTaMu?

a) y4eT aKeTOB MOCTYNUBILIUX JTIOKYMEHTOB;

0) yueT HocuTenel nHpopManuu;

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

I') IPOCTaBJIEHHUE Ha JOKYMEHTE rpuda KOHPHUIEHINATbHOCTH.

8. I'me mpocTaBiArOTCS y4eTHbIE HOMEpa Ha TEKCTOBBIX JOKYMEHTaX BBIICJICHHOTO
XpaHeHus?

a) B BEpXHEM IIPABOM YTITy OOJI0XKKH;

0) B BEpXHEM JIEBOM Y1y OOJIOKKH;

B) B BEPXHEM JIEBOM YTy KaKJOTO JINCTA JOKYMEHTA;

I') B HJKHEM ITPaBOM YIJTy OOJI0XKKH.

9. I'ne mpocTaBnsieTcsi y4eTHbIH HOMEp, MPUCBOCHHBIH KOMHUU KOH(PUICHIIMATBHOTO
JIOKyMeHTa?

a) Ha TMIEPBOM JIMCTE KOIHUHU MOCEPEMHE HIXKHETo Mo ¢ J00aBIeHrneM ab0peBruaTypbl
rpuda KoH(pUIEHITNAIBHOCTH;

0) Ha MEpBOM JIUCTE KOMHHU B MPABOM HUXKHEM YTy ¢ J00aBlieHHEeM a0OpeBHATYpHI
rpuda KoH(pUIEHITNAIBHOCTH;

B) Ha BCEX JIUCTaX KOMHUU B MPAaBOM HIKHEM YTy C Jo0OaBieHHeM abO0peBHATypbl
rpuda KoHpUIEHIINAIBHOCTH;

') Ha BCEX JINCTaX KOMHMU MOCEPEAMHE HMKHETO Mo ¢ AoOaBieHreM ab0peBUaTypbl
rpuda KoH(UIECHITNATBHOCTH.

10. YkaxuTe MecTopacroyiokeHue rpuda orpaHIueHHsI JOCTYIa K JOKYMEHTY.
a) B HUYKHEM JIEBOM YUy IIEPBOTO JIUCTA IOKYMEHTA,

0) B BEpXHEM JIEBOM YTJIy IEPBOTO JUCTA JOKYMEHTA,

B) B HIDKHEM ITPaBOM YTJIy IIEPBOIO JIMCTA JOKYMEHTA;

T') B BEpXHEM IIPAaBOM YTy TIEpBOTO JIHCTA JTOKYMEHTA.
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11. K xakoM JOKyMEHTE COAEPKUTCS MH(POpMAIHS O TOPSIOK MPUCBOCHUS U CHATHUS
rpuda orpaHnueHus JOCTyIa K KOH(OUIEHIIMATIBHBIM JTOKyMEHTaM?

a) TOJIOXKEHHE O CIIYK0e KOH(DUACHIMAIBHOTO JIeTIONPON3BOICTBA;

0) UHCTPYKIIUA O TIOPsAJIKE padOThI C KOH(UICHIIUATLHBIMU JOKYMEHTAMU;

B) JIOJUKHOCTHBIE HHCTPYKIIMU PaOOTHHKOB;

I') mepedeHsb (CIMUCOK) BUAOB HHGOPMAIMK KOHPUISCHIIMATLHOTO XapaKTepa.

12. Kakue nonoiHuTensHble Tpadbl COAEPKUT TaOIMYHAS YaCTh HOMEHKJIATYPhI KOH-
bUICHIMATBHBIX JIET?

a) HOMep IO MOPSJIKY;

0) rpu¢ KOH(MUISHITNATEHOCTH JIEJa;

B) BUJ MH(OpPMAIIK OTPAaHUYEHHOT0 I0CTYIa, COAepKAaIlehCs B JIeTe;

I') HAUMEHOBAaHUE TOAPA3/CICHHsI, KOTOPOMY IPEAOCTABISAETCS JETI0;

1) OTMETKHU O JBIKEHUU Jena (apXUBHBINA mudp, HOMEP U JaTa akTa 00 YHHUYTOXKe-
HUU, OTMETKHU 00 OTIIpaBIIEHUN);

€) KOJIM4eCTBO JIUCTOB B JIEJIE;

) CPOK XpaHEHUSI 1 HOMEpa CTaTeH 10 MepeyuHIo;

3) mepuo KOH(PUIEHITHAIBHOCTH JIeNa.

13. Cienmgudeckoit COCTaBIISIONICH KOH(UIESHIINATLHOTO AeIa SBIISCTCS:
a) BHYTPEHHSISI OMUCH JIOKYMEHTOB;

0) CIIUCOK COTPYAHHMKOB, JOMYILIEHHBIX K JEIY;

B) 3aBEpUTEIIbHASI HAMIITUCH J1ET1a;

T') CIIMCOK OTBETCTBECHHBIX HCITOJIHUTEIICH.

14. Ilpu Bblaue KOH(UAECHIIMAIBLHOTO Jiejla COTPYAHUKY OpraHM3aluu AeiaeTcs OT-
METKa B:

a) KapTOYKe yueTa BbIIauM JeNa;

0) KapTOUKe yueTa pa3pelieHHui;

B) KapTOUKe y4eTa BblJJaul JIOKyMEHTOB;

') BHYTpEHHEH OINUCH Jena.

15. Kakum 1oKyMeHTOM oQopMIIsieTcs Mpolelypa YHUUTOKEHUS KOH(DUIEHIIUAIbHbBIX
JIOKYMEHTOB, JIeJl 1 HocuTenel nHpopmManuu?

a) CBUJIETENIbCTBOM 00 YHUUTOXECHHH;

0) cripaBKoif 00 YHUUTOKEHUH;

B) ITPOTOKOJIOM O XOJI¢ YHUUTOXKEHUS;

I') aKTOM 00 YHUYTOKEHHH.

16. KakoBa nepruoJuuHOCTb MIPOBEACHUS TPOBEPOK HATMYUS KOH(PUIEHIUATBHBIX J0-
KYMEHTOB?

a) HE peke OJJHOTO pasa B MOJIT0J1a;

0) He peXe OJTHOTO pa3a B TOI;

B) HE peXxe OJIHOrO pas3a B TpH rojia;

T') HE peXe OJJHOTO pa3a B IATh JIET.

17. B kakoM JOKYMEHTE OTPa’KarOTCs PE3yJbTAaThl NPOU3BENCHHBIX ITPOBEPOK IMpa-
BIWJIBHOCTH IPOCTABJICHUS OTMETOK O PErHCTPAllMU U JBM)KEHUHM KOH(UACHIIMAIBHBIX JIOKY-
MEHTOB, JIeJI, HOCUTENECH U X (haKTHIECKOTO HATHYIHNS?

a) B aKTe;

0) B MPOTOKOJIE;

B) B PELIEHUH;
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I') B IIpUKa3e.

7 OIIeHO‘lHLIe cpeacrea AJsl MPpOBEACHUA l'[pOMQ)KyTO‘lHOﬁ arrecranuu

a) [lnanupyemblie pe3y/ibTaThbl 00yUeHHUsI M OLlEHOYHbIE CPeCTBA /JIsl IPOBeIeHus!
NMPOMEKYTOYHOM aTTeCTAlluM:

CtpyKTypHBII
JIEMEHT

KOMIICTCHII N

IInanupyemsle pe3yJibTa-
ThI O0yUYeHUS

O1neHOYHBIC CPEACTBA

OIIK-1 ctocoOHOCTBIO HCIIONB30BATh TEOPETUYECKHIE 3HAHUS U METObI HCCIIEJOBAHUS HA

ITPAKTHUKEC

3HaTh

OCHOBHBIC OIPEACIEHUS
U IIOHSATHS, OCHOBHBIC
METOJBI HCCICIOBaHHM,
OomnpeesieHUus IMPOIECCOB
WCIIOJIb30BAaHUS ~ TEope-
THYCCKUX 3HAHUH U Me-
TOJIOB MCCJIC/IOBAaHUS Ha
MPaKTUKE

Tecmui 0na camonposepku:

1. Kakoit JOKYMEHT OIpe/enseT NepeyeHb
CBEJICHUM, COCTaBISIIOIIMX TOCYJAPCTBEHHYIO
TalHy?

a) Ilocranosnenue I[lpaButenscrea PO ot
11.02.2008 Ne 138 «O mnepeuHe cBelEeHUM, OTHE-
CEHHBIX K TOCYIapCTBEHHOU TallHEe»;

0) Yka3 IIpesunenta PO ot 30.11.1995 Ne
1203 «OO0 yTBepKIE€HUU NEPEYHs CBEIEHUH, OT-
HECEHHBIX K TOCYJapCTBEHHO TaliHEeY;

B) IlocranoBnenue [IpaButenscrea PO ot
23.11.1996 Ne 18 «OO6 yTBepKIeHUU NEPEUHS
CBEJICHUM, COCTaBISIIOIIMX TOCYJAPCTBEHHYIO
TaHY»;

r) Yka3 [Ipesugenra PO ot 11.02.2006 Ne
90 «O mepeuHe cBelAEHUH, OTHECEHHBIX K TOCY-
JTapCTBEHHOM TalHE».

2. Kakue cBeneHMsI COCTaBIIAIOT rocynap-
CTBEHHYIO TaliHy?

a) CBeJICHHsI B 00JIaCTH SKOHOMHUKH, HAYKU
U TCXHUKH,

0) cBeJIeHHsI B BOCHHOM 00J1acTH;

B) CBEJEHHUS B 00JACTH BHYTPUIKOHOMH-
YECKOH JeSITeIbHOCTU FOCYAapCTBa;

I) CBEJCHHS B 00JIaCTH pa3BelbIBATEIb-
HOHM, KOHTppa3BeIbIBATEIbHON M ONEPATHBHO-
PO3BICKHOM JEATEIbHOCTH;

1) CBeACHHs B 00JacTH HAayKu, U300peTe-
HUW ¥ TIOJIE3HBIX 00pa3IoB TEXHUKH;

€) CBeJieHUs B 00JaCTH BHEIIHEH MOJUTH-
KU ¥ 9 KOHOMUKH;

3. Kak ®enepanbublii 3akoH ot 27.07.2006
Ne 149-@3 «O6 undopmanuu, HHGOPMAITUOHHBIX
TEXHOJIOTHSIX U O 3aluTe WH(popManum» onpene-
JISeT TOHATHE «KOH(PUACHIIMATHHOCTh MHGpOpPMa-
Un»?

a) obs13aTenbHOE ISl COONIOZICHUST OTepa-
TOPOM WJIM WHBIM JIUI[OM, TTOJIYYHUBIIUM JTOCTYII K
nHpopmaruu, TpeboBaHUE HE JOIMYCKATh €€ pac-
MPOCTpaHeHUs 0e3 coryiacusi CyObheKTa WM HalH-
YUl THOT'O 3aKOHHOT'O OCHOBAHMS;

19




CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemblie pe3yibTa-
TBI O0yUYCHHS

OneHouHble CpeCTBa

0) O3HAKOMJICHHE OMNPEICICHHBIX JHI] C
KOH(HICHIIMATBHON HH(pOpMaIei, TOIBKO ¢ Co-
riacusi ee obnajgatens WIM Ha WHOM 3aKOHHOM
OCHOBaHUU TIPU YCJIOBUH COXPaHEHUS KOH(HICH-
UAIBHOCTH 3TOM MHpOpMaLuy;

B) IIPAaBOBBIC, OpPraHU3AIMOHHbBIC, TEXHU-
Yyeckue U MHbIe IpUHHUMaeMble oOjajaTeneM WH-
(dbopMaIuu MephI 1o ee OXpaHe;

') 00s13aTeNIbHOE JJIS1 BBIMIOJIHEHHUS! JIULIOM,
MOJIYYMBIITUM JIOCTYI K OINpeAesicHHOW HH(pOopMa-
1uu, TpeboBaHME HE MepeaaBaTh Takylo HHGOpP-
MalMIo0 TPETbUM JuIlaM 0e3 coracusi ee o0nana-
TeJsl.

4. Kakoii JOKYMEHT OIpENeNsieT BUJIbI
KoH(puaeHIMaIbHON nHpOopManuu?

a) [Tocranosnenne IlpaBurenncTtBa PO ot
11.02.1997 Ne 118 «OO0 yTBEp»XJCHUU BHJIOB
KOH(pHICHIMAIbHON HH(DOpMaIUn»,

0) Yka3 [Ipesunenta PO ot 06.03.1997 Ne
188 «O06 yrBepxkaenun [lepeuns cBeneHUil KOH-
(bUIEeHIINATBEHOTO XapaKTepay;

B) IlocranoBnenue IlpaButensctBa P® ot
11.02.2006 «O6 ytBepxknennu Ilepeunsi cBene-
HUN KOHPUACHIIUATIHHOTO XapaKTepay;

r) Yka3 [Ipesunenra P® ot 23.11.2006 «O
BUJaX HHpOpMAIK KOHPUIACHIIMATHFHOTO Xapak-
Tepay.

5. Kakas cocraBnsromas oTinyaeT KoHpu-
JEHIMAJIbHOE JIEJIONPOU3BOJCTBO OT OTKPBITOIO
JIeIONPOU3BOICTBA?

a) 3aIUTa cojepKaiencs B KOHPUICHIN-
ANbHBIX IOKYMEHTaX HHPOpMAIIIH;

0) ITOKyMEHTHPOBaHHE KOH(MUICHIINATb-
HOW MH(pOpMaLNY;

B) OpraHm3aius paboThl ¢ KOH(MUIEHIIN-
ATBHBIMU JTOKYMEHTaMH,

r) perucrpanus KOH(UICHIHAIbHBIX J0-
KYMEHTOB.

6. Kakue HOpMaTuBHBIE TOKYMEHTHI yCTa-
HABJIMBAIOT €IUHBIA MOPSIO0K CO3/IaHus, 00paboT-
KM, XpaHEHHS U WCIIOJIb30BaHUs KOH(DHICHIIHAb-
HBIX IOKYMEHTOB B OpraHU3aIiuu?

a) CMUCOK  paOOTHHUKOB  OpraHU3aIiH,
UMEIOIINX MPaBO JOCTYyMa K KOH(PHUIASHIIUATHHBIM
JIOKyMEHTaM;

0) TepedYeHb HEPETUCTPUPYEMBIX JIOKY-
MEHTOB;

B) MHCTPYKIHS O TOPSAKE paboThl ¢ KOH-
buaeHIMaTbHBIMHA JOKYMEHTAMU;

20



http://lms.masu.ru/TEST/mod/glossary/showentry.php?courseid=671&eid=15295&displayformat=dictionary
http://lms.masu.ru/TEST/mod/glossary/showentry.php?courseid=671&eid=15303&displayformat=dictionary
http://lms.masu.ru/TEST/mod/glossary/showentry.php?courseid=671&eid=15295&displayformat=dictionary
http://lms.masu.ru/TEST/mod/glossary/showentry.php?courseid=671&eid=15295&displayformat=dictionary
http://lms.masu.ru/TEST/mod/glossary/showentry.php?courseid=671&eid=15295&displayformat=dictionary

CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemblie pe3yibTa-
TBI O0yUYCHHS

OneHouHble CpeCTBa

I') INEepedYeHb JOKYMEHTOB, COJAEpIKaIIUX
uHPOPMaLIKIO KOHPHICHIIUATBHOTO XapaKTepa;

1) MHCTPYKLIUS IO AETIONPOU3BOJICTBY;

€) mepeyeHb BHJOB MH(OpMAIMH KOH(U-
JICHLIMAIBbHOTO XapaKkTepa;

K) TepeyeHb YHU(PHUIMPOBAHHBIX (OpPM
KOH(HIEHIIMAJIbHBIX JOKYMEHTOB.

7. B COOTBETCTBUM C KAaKUMHU CIELUAJIb-
HbIMU JOKYMEHTaMHu JeHCTBYeT ciayx0a KoH(pHU-
JIEHIIUATIBHOTO JIEJIONPOU3BOCTBA?

a) MOJIOKEHHE O CcIy)0e KOH(UIeHIIHAIb-
HOTO JIeJI0IIPOU3BO/ICTBA;

0) MHCTPYKIHS O MOpsAKE pabOThl ¢ KOH-
¢buaeHIaTEHBIMU TOKYMEHTAMU;

B) JOJDKHOCTHBIE WHCTPYKLUUH pPaOOTHU-
KOB;

I) MpaBuja BHYTPEHHETO TPYAOBOIO pac-
HopsijiKa.

8. I'me MOIDKHBI XpaHUTHCS 3aIllacHBIC JK-
3eMIUIAPBI KIIFOYEH OT MOMeEIIeHUN KOH(UIEHIIH-
QIBHOTO JIEJIONPOM3BOJICTBA, PACIAIHBIX METall-
JMYECKUX PELIETOK Ha OKHaX, cei(oB U mxado?

a) B KaOMHETe y pyKOBOJUTEJNS OpraHu3a-
IIUH;

0) B oreyaTaHHBIX HOMEPHOM MeuaThIo Ie-
HaJlax WJIM KOHBEpTax Mojpa3ieieHus KOoHpHU-
JEHIMAJIBHOTO JIEJIONPOU3BO/ICTBA WU B CIIyk0e
0€301acHOCTH.

B) B ONI€YATAHHBIX NIEHAJaX WM KOHBEPTaxX
Ha BaxTe;

T) B celide B Oyxraiarepuu.

9. Kak odopmisercs pasperieHue Ha J0-
CTYH K TOCTYIHBIIUM HJIM M3IaHHBIM KOH(UICH-
[UAJIbHBIM JIOKyMEHTam?

a) Ha OOOpPOTHOW CTOPOHE TOKYMEHTa B
BUJIC IITAMIIa;

0) B BHJIE «OTMETKH O JOCTyNe K JOKY-
MEHTY;

B) B BUJle «TpHua CoriacoBaHusm»;

T) B hopMe Pe30IIOINH Ha JIOKYMEHTE.

VYmMmern

pacno3HaBaTh s dek-
TUBHOE peIlIeHUe OT He-
s dexTuBHOTO,

IPUMEHATE  TEOpETHYE-
CKHE€ 3HaHUS U METOHAbI
HUCCIICOOBAaHUA 3HaAHUA B
npodeCCHOHAIBHON  J1es-
TCIBbHOCTH, HUCIIOJIB30-

W3yunth crnenyromme HOPMaTHUBHBIE JOKY-
MEHTBHI:

. 3akoH ot 21 uronst 1993 r. Ne 5485-1 «O
rOCyJIapCTBEHHOM TaiHEY;

. Vka3 Ilpesunenra Poccuiickonn denepa-
uu ot 11 despans 2006 . Ne 90 «O nepeune
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BaThb HX HAa MEXIUCLHU-
IJIMHAPHOM YPOBHE;
KOPPEKTHO BBIpaXKaTh U
apryMEHTUPOBaHHO
000CHOBBIBAaTh TEOPETH-
YECKUE 3HAHUS U METObI
HCCIICIOBAaHUS Ha IIpak-
THKE

CBEJICHUN, OTHECEHHBIX K TIOCYAapCTBEHHOU
TalHEeY;

. @enepanpHblil 3akoH oT 27 urong 2006 r.
No 152-®3 «O nepcoHaIbHBIX JaHHBIX;

. ®enepanpHblil 3akoH 0T 29 urong 2004 r.
Ne 98-®3 «O xommepueckoi TaiiHe».

PaccMoTpeTh OCHOBHBIC TIOHSTHS, WCIOJb-
3yeMble B HOPMATHUBHBIX JOKYMEHTAX; MOJHOMO-
YK OPraHOB I'OCYIApPCTBEHHOW BIACTH U JOJIK-
HOCTHBIX JIWII B OOJIACTH OTHECCHHS CBEICHHUM K
rOCYJapCTBCHHOM TallHE W WX 3alllUThI; MIEPCUCHb
CBEJICHUH, COCTABIAIONIMX TOCYAapPCTBEHHYIO
TaiiHy; PEKBU3UTHl HOCUTEIICH CBEICHUH, COCTaB-
JSIONIUX TOCYIApCTBEHHYIO TalHY; MPUHIUIBI U
yCIOBHS 00paOOTKH MEPCOHAIBHBIX JAHHBIX; Mpa-
Ba CyOBEKTa MEPCOHAIBHBIX JTAaHHBIX; O0S3aHHO-
CTH omepaTopa Npu cOOpe MEepPCOHAIBHBIX JaH-
HBIX; OCOOCHHOCTH IIPEIOCTaBIICHUS WH(pOpMa-
[[UH, COCTABJISIFOIIEH KOMMEPUECKYIO TaiiHy.

VYka3zaTh NHUCHMEHHO Ha3HAYCHHE KaxJa0ro
N3 YKa3aHHBIX HOPMATUBHBIX TOKYMCHTOB.

Bnanertn

MPAKTUYECKUMHU
HaBBIKaMH, CIIOCOOaMU
OLICHUBAHMSI 3HAUUMOCTH
U IIPaKTUYECKON
IPUTOTHOCTH
MCIIOJIb30BaHUs
TEOPETUYECKUX 3HAHUU U
METOJIOB MCCIIEA0BAHUS
Ha MPaKTHKE;
OCHOBHBIMHM METOJAMHU
peleHus 3a1a4 B
00J1aCTH UCIIONIB30BATh
TEOPETUYECKHE 3HAHUS U
METO/Ibl UCCIIEI0BAHUS
Ha MPaKTHUKE;

Hepeqeﬂb TeM M 3aJaHMil JJs MOArOTOBKH K

3a4ery:

1. ITonsiTne KOH(UIEHIINATIBHOTO
JeJI0NPOU3BOCTBA.

2. [Tpusnaku KOH(HISHIINATLHOTO
JeTI0NPOU3BOICTBA.

3. CooTHomeHrne KOHPHUIAESHITNATBEHOTO U
OTKPBITOT'O JIEJIONPOU3BOICTBA.

4. ObmenoctynHas  uHpoOpMaAUs U
uHpOpMalKs OTPaHUUYEHHOTO I0CTYIIA.

5. CooTHo1ieHne uHpopManuu

OTPAaHUYEHHOTO JIOCTYNla C TOCYJapCTBEHHOM
TaliHOMH.

6. Knaccudukanus CBeICHUI
KOH(HUICHIIMAILHOTO XapaKkTepa M0 OCHOBaHUSM,
PeyCMOTPEHHBIM JEHCTBYIOIIUM
3aKOHO/IaTEIHCTBOM.

7. Ceenenus, COCTaBIISIOLINE
CITY)KeOHYIO TalHy.

8. [Topsimox oOparieHus ¢ JOKyMEHTaMH,
COJIepXKaIIuMHU CITyeOHYIO nHpopmaIuio
OTPAaHUYEHHOTO PACIPOCTPAHEHUSI.

9. CBeficHHsI, KOTOpbIe HE  MOTYT
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OTHOCHUTBCS K CiyxeOHoi TaiinHe. I'pud «Jlms
CITy’)KeOHOTO TIOJTB30BaAHUS.

10. Csenenus, COCTAaBIISAIOLIE
KomMMmepueckyro TaiiHy. I'pud «Kommepueckas
TaiiHaY.

11. Meponpustrs, HampaBJICHHbIE Ha
3aIIATY KOMMEPYECKON TalHbI.

12. [lepconanbHple JaHHBIE (CBEACHHS O
rpaxzaaHax). CocraB NE€pCOHAJIbHBIX JaHHbBIX.

13. Knaccudukamms MIePCOHAIIbHBIX
JAHHBIX.

14. [Tomyuenue u o0OpaboTka

MEePCOHANIbHBIX JaHHBIX. OCHOBHBIE TpPEOOBaHUS
pu 00pabOTKE MEPCOHATBHBIX JaHHBIX.

15. [lepenaua mnepcOHANbHBIX JIAHHBIX.
Onpenenenne Kpyra Jul, HMEIOIIUX IPaBO
JIOCTYTIA K TIEPCOHATBHBIM JIaHHBIM.

16. CBeneHusi, COCTaBIMIOLIME  TaillHY
CJICJICTBUS U CYJOIPOU3BOJICTBA.
17. Csenenusl, CBsI3aHHEBIE C

po(heCcCHOHATILHOM JIEATEIILHOCThIO (BpadueOHas,
HOTapuajbHas, AaJBOKATCKas  TailHa, TalHa
MEPENUCKH, TeNe(POHHBIX IEPETOBOPOB, MOUTOBBIX

OTIIpaBlICHWH,  TenerpadHBIX  WJIH  HHBIX
COOOIIICHUT).
18. CBenieHust 0 CYIIHOCTH H300peTeHus,

MOJIE3HON MOJIENN WM MPOMBIIIIEHHOTO 00pasiia
10 oduIMaTbHON MyOMUKauu WHQOpPMALUU O
HUX.

19. BapuaHTBI CTpyKTYpHOH OpraHu3aiun
KOH(HIEHIIMATIBHOTO I€TONPOU3BOJICTBA.
20. 3amaun W QyHKUMM, TpaBa W

OTBETCTBEHHOCTh CIY>KObI KOH(HIEHIIHAILHOTO
JIeTTOTIPOU3BOICTBA.

21. JlokanbHblE  HOpPMATHBHBIE  AKTHI,
yCTaHaBJIMBAOIINE TIOPSIIOK paboThI C
KOH(UICHIIMATEHBIMHA JOKYMEHTaMHU.

22. Pexxum COXpPaHHOCTH
KOH(UICHIIMATBHBIX JOKYMEHTOB.
OTBETCTBEHHOCTh 3a pa3rjalieHhe CBEICHUH
KOH(UICHIIMATLHOTO XapaKTepa

[TIK-5 BnageHueM TEHIECHIUSMH Pa3BUTHUS

YCHUS YIIPABJICHUA apXUBHOI'O JCJIa

MH(OPMaIMOHHO-JOKYMEHTAIIMOHHOTO U o0ecrie-

3HaTh

OTIpeieNIeHUs] MPOIECCOB
pazBuTusl  WHGOpPMAIH-
OHHO-
JOKYMEHTAIlMOHHOTO U
o0ecrieyeHus  ympasiie-
HUS ADXUBHOTO e

Tecm ona camonposepku
1. KakoBa ocHOBHas 1ienb ydera KoH(DU-
JIEHUIUATBHBIX TOKYMEHTOB?
a) perucrpaius KOH(QUIEHIIUATBHBIX J10-
KYMEHTOB;
0) oOecrieyeHue (HU3NYECKON COXPAHHO-
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CTH, KOMIUIEKTHOCTH M IIEJIOCTHOCTH KOH(MUICH-
[IUATBHBIX JOKYyMEHTOB;

B) oOecreyeHe MOJIMHHOCTH KOH(pHUIEH-
[IUATBHBIX JOKYyMEHTOB;

r) ¢dopmupoBaHre KOH(PHUACHIMATBHBIX
JIOKYMEHTOB B JieJIa.

2. I'me mpocTaBiisieTcst TaMIl ¢ yKa3aHUeM
YY4ETHOTr0 HOMEpa M KOJMYECTBAa JIUCTOB KOH(DU-
JIEHIIUATTBHBIX TOKYMEHTOB?

a) B BEpPXHEM MPABOM YTy KaKJOT0 JIUCTa
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YTy KaKJIOro JIMCTa
JIOKYMEHTA;

B) B BEpPXHEM IIPABOM YTy TOJIBKO MEPBO-
0 JIUCTA JIOKYMEHTA;

I') B BEpXHEM JICBOM YTJIy TOJBKO IIEPBOTO
JUCTa JOKYMEHTA.

3. Kakas wundopmanus yka3blBaeTcs Ha
00I0KKaX pabo4yMx M CTeHOrpadUUecKux TeTpa-
nen?

a) Tpu¢ KOH(DUIEHIMATIBHOCTH, (QaMHIns
Y MHUIMAIBI UCTIOIHUTENS, CPOK XPAHEHUS;

06) rpu¢d KOHOUACHIMATBLHOCTH, KOJIUYE-
CTBO JIUCTOB, (haMUJIMSI U MHUIIUATBI HCIIOTHUTE-
TS,

B) BUJ HOCHTENs, Tpu( KOH(UIECHIIUATb-
HOCTH, KOJIMYECTBO JINCTOB;

r) BUA Hocutens, Tpud KOoH(HUIECHIHATb-
HOCTH, (DaMUJTHSI 1 MHUITUATBI HCTIOJTHATEIIS.

4. 1o Hayaja cOCTaBJIEHUs TEKCTa KOHDU-
JEHIUAIBHOTO JIOKYMEHTA ITPOBOJUTCS ONE€paLIHsL:

a) perucTpanuu KOH(PHUICHIIMAIBHOTO J10-
KYMEHTa;

0) perucrpanuu HOCHUTENST KOH(PHUICHITH-
aTbHOU MH(POPMAITUH;

B) pETUCTpallMy TNakKeTa MOCTYNUBILIEro
JIOKYMEHTA;

I') COrjacoBaHHE TEKCTa KOH(HIEHIUANIb-
HOT'O JIOKYMEHTA.

5. Ecnu xoH(pUIEHIMATBHBIA JOKYMEHT
neyaTaeTcss ¢ 4YEepHOBMKA, Kakas HMH(opMarus
YKa3bIBAa€TCs Ha IEPBOM JIMCTE YEPHOBUKA?

a) KOJMYECTBO HEOOXOAMMBIX 3K3EMILIA-
pPOB MpOEKTa JOKYMEHTA, KOJMYECTBO JIMCTOB
YEPHOBUKA;
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0) KOJIMYECTBO JINCTOB YEPHOBHKA, (pamu-
JIUST UCTIOTHUTETIS;

B) KOJIMYECTBO HEOOXOJUMBIX 3K3EMILIs-
POB MPOEKTA TOKyMEHTa, ()aMUJIHSI UCTIOJTHUTEIIS;

I') KOJUYECTBO HEOOXOTUMBIX DK3EMILIS-
POB MPOEKTa JOKYMEHTa, (paMIIINsT UCTIOTHUTEIS,
KOJINYECTBO JIMCTOB YEPHOBHKA.

6. I'me mpocraBisieTcsi yYeTHBI HOMEp U
rpud KOH(PUICHINATBHOCTH Ha MPOEKTe KOH(DH-
JCHIIMAIBHOTO JIOKyMeHTa?

a) Ha KaXJI0OM JIUCTE KaKJO0ro 3K3eMIUIsIpa
IPOEKTa JOKYMEHTA;

0) TOJBKO Ha MEPBOM JIMCTE MPOEKTa J0-
KyMEHTa B OINpPE/IEICHHOM JUIsl 3TOTO0 PEKBU3MTA
MecTe;

B) Ha BCEX JIUCTaX IPOEKTAa JOKYMEHTa B
JIEBOM HMKHEM YTIIY JIMLIEBON CTOPOHBI;

I) Ha BCEX JIUCTaxX IMPOEKTa JOKyMEHTa B
IIPaBOM BEPXHEM YIJIy JIMLIEBOM CTOPOHBI.

7. C xakoil omepalnuy HauMHaeTcs padboTa
C MOCTYNMUBIIMMH B OpraHU3aIUIO KOHq)HHGHHH-
QIbHBIMU JOKYMEHTaMH?

a) y4eT NaKeTOB MOCTYMUBIIUX JTIOKYMEH-
TOB;

0) yueT HocuTenen nHpopmanuu;

B) BBOJ| PETUCTPAI[MOHHBIX JTAaHHBIX B aB-
TOMATU3UPOBAHHYIO UJIU TPAAUIUOHHYIO CUCTEMY
yyera;

I) TPOCTAaBICHHWE HA JOKyMEHTe TIpHda
KOH(HIEHIIMATBbHOCTH.

8. I'’me mpocTaBisIOTCS y4eTHble HOMeEpa
Ha TEKCTOBBIX JOKYMEHTaX BBIJICJIEHHOTO XpaHe-
Hus?

a) B BEPXHEM IIPaBOM YTITy OOJI0XKKH;

0) B BEpXHEM JIEBOM YTJIy OOJIOXKKH;

B) B BEPXHEM JIEBOM YTJIy KaXIOTO JINCTA
JIOKYMEHTA;

') B HUKHEM TPAaBOM YTy OOJIOKKH.

9. I'me mpocraBisieTcsi y4eTHBIA HOMED,
MPUCBOCHHBIM KOMUHM KOH(UACHIUAIBHOTO JIOKY-
MeHTa?

a) Ha TMEPBOM JHUCTE KOIMUU TMOCEpPEANHE
HIDKHETO Mo C JoOaBieHreM abO0peBUaTyphl
rpuda KoH(pUIEHIINATBHOCTH;

0) Ha MEPBOM JIKCTE KOMHWH B TIPABOM
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HIDKHEM yriay ¢ go0aBieHreM abO0peBUaTypbl
rpuda KoH(pUIEHINATBHOCTH;

B) Ha BCEX JIMCTaX KOIMHUH B NPAaBOM HHXK-
HEM yriy ¢ nobaBiieHHeM a0OpeBuaTypnl rpuda
KOH(HICHIIMATLHOCTH,

I) Ha BCEX JIMCTAaX KOIHU IIOCEpENnHE
HIDKHETO TM0oJIs C JoOaBieHUEM abOpeBHATYpPHI
rpuda KoOH(pUICHINATBHOCTH.

10. Ykaxure MecropacrnoiyiokeHue rpuda
OTpPaHUYEHUS I0CTYIA K JJOKYMEHTY.

a) B HI)KHEM JICBOM YIUIy TIEPBOTO JIUCTA
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YIJIy IEPBOIO JIMCTA
JIOKYMEHTA;

B) B HH)KHEM IIPAaBOM YIJIy IIE€PBOIO JIUCTA
JIOKYMEHTA;

I') B BEpXHEM IIPaBOM YIJIy IEPBOIO JIUCTA
JIOKYMEHTA.

11. K xakoM TOKyMEHTE COIEpPKUTCS HH-
dopmanys o MOPsJIOK MPUCBOCHUS U CHATHS TpU-
¢da orpaHuueHuss J0cTyna K KOH(UIEHIUAIbHBIM
JIOKyMEHTaM?

a) TMOJIOKEHHE O CITYX)0e KOH(PUIEHIUATb-
HOTO JIeJI0NIPON3BO/ICTBA;

0) MHCTPYKIHS O MOpPSAKE pabOThl ¢ KOH-
buaeHIaTbHBIMU IOKYMEHTAMU;

B) JOJKHOCTHBIE HMHCTPYKIMH pPaOOTHH-
KOB,;

') nepeyeHb (CIUCOK) BUIOB MH(OpMaLUU
KOH(HIEHIIMATIBHOTO XapaKTepa.

12. Kakue nomomHHUTENnbHBIE Tpadbl co-
JEP>KUT TaOJIM4YHas 4acTh HOMEHKJIATYphl KOH(DU-
JEHITUABHBIX Aen?

a) HOMep IO MOPSIIKY;

0) rpu¢ KOoH(MUISHIINATEHOCTH JIeNa;

B) BUJA MHGOpPMAIMU OTPaHUYEHHOTO J0-
CTyIIa, COAEpIKaIIENCs B JIEeE;

I') HAaUMEHOBAaHWE TMOJpPa3/eJeHUs, KOTO-
pOMY NPEAOCTABISAETCS EN0;

1) OTMETKU O JIBUKEHHH Jiea (apXUBHBIN
mudp, HOMEp U JaTa aKkTa 00 YHHUUYTOKEHUH, OT-
METKH 00 OTTPAaBIICHUN);

€) KOJIMYECTBO JIUCTOB B JIEJIE;

) CpPOK XpaHEHHMs U HOMepa cTaTedl Mo
MIEPEYHIO;

3) epruoa KOHPUACHITMATHHOCTH JIejIa.
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13. Cnemududeckold COCTaBISIONICH KOH-
(buICHIINATBLHOTO JIeJIa SBISCTCS:

a) BHYTPEHHSSI OIIUCh IOKYMEHTOB;

0) CHHMCOK COTPYIHHMKOB, JOMYIICHHBIX K
zeny;

B) 3aBEpUTEIIbHAS HAIIIKCh JICIIa;

F) CIIMCOK OTBETCTBCHHBIX HCIIOJIHUTCIIEH.

14. IIpu BbIIAYe KOH(MUICHIMATBLHOTO JIE-
Jla COTPYAHUKY OpTaHHU3aIUH JIeJaeTCs OTMETKA B:

a) KapTOUYKEe y4eTa BbIIa4yH Jieia,

0) KapTOUKe yueTa pa3pelieHHit;

B) KapTOYKE Y4eTa BBIAYH JJOKYMCHTOB;

') BHYTPEHHEH OMUCH Jena.

15. Kakum nokymeHTOM odopmisercs
nporexypa YHUYTOKEHHsS KOH(DUICHIHMATbHbBIX
JIOKYMEHTOB, JIe]1 U HocuTesei nupopmanuu?

a) CBUJIETENILCTBOM 00 YHUUTO)XKEHUH;

0) cripaBKO¥l 00 YHUUTOXCHUU;

B) MPOTOKOJIOM O XO/1€ YHUUTOKEHUS;

') aKTOM 00 YHUUTOXEHHH.

16. KakoBa mnepHoJu4HOCTh IMPOBEIEHUS
NPOBEPOK HAIWYMA KOHOQUACHIHAIBHBIX JIOKY-
MEHTOB?

a) HE pexe OJJHOTO pasa B MOJIroJ1a;

0) He pexe OJTHOTO pas3a B TOJI;

B) HE pexe OJIHOro pas3a B TpH rojia;

T') HE peKe OJHOTO pa3a B IISTH JIET.

17. B kakoM JOKYMEHTE OTpa)arTcsl pe-
3yJbTaThl POU3BEAEHHBIX MPOBEPOK MPABUIBHO-
CTH TIPOCTaBJIEHUS OTMETOK O pPErUCTpalui |
JIBUKEHUH  KOH(MUICHIMAIBHBIX  JIOKYMEHTOB,
JIeJ, HocuTeNel 1 uX (PaKTUIECKOTO HATHIHS?

a) B aKTe;

0) B MPOTOKOJIE;

B) B peILICHUH;

T') B IIpUKa3e.

YmMmern

BBIJICIATE  TEHACHIIUH,
OOBSCHATH (BBISABIATH W
CTPOUTH) TUIUYHBIE MO-
JIelM, KOPPEKTHO BBIpa-
’KaTh W apryMEHTHPO-
BaHHO 00OCHOBBIBATh
MHOJIOKEHUS TCHICHIIUHU

1. Bemmuimmnre TepMUHBI UM ONpEAEIEHUS,
ONMCBHIBAIOIIUE TPOLECC BIAACHUS TCHACHUUSAMU
pasBUTH HMH(POPMAITMOHHO-JOKYMEHTAIHOHHOTO
u oOecrieuyeHMs YIPABJICHUS apXUBHOIO Jiena.
JlaTh CpaBHUTEIBHBIN AHAIN3 IIOHITHUM.

2. [Ipoananu3upyiiTe HOpPMAaTUBHBIE TPeOO-
BaHUsl K OpraHU3alMy Ipolecca BIaJEHUEM TEH-
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KOMIIETCHIIMH T1 00yaeHHA
pasBuTHs ~ MH(pOpPMALU- | IEHIUSIMHU pa3BUTHSA MH(POPMaLMOHHO-
OHHO- JIOKYMEHTAILlMOHHOT'O M 00€CIIeYeH sl YIIPaBICHUS
JOKYMEHTAllMOHHOTO U | apXUBHOIO Jieja.
obecrieyeHus  ympasie- | 3. [Tpoananusupyiite HOpMaTUBHBIE TPEOO-
HUS apXUBHOIO Jena. BaHUs K OpraHu3aluy Ipolecca BIaJcHUEM TEH-

JEHIUSAMU Pa3BUTUS HHOOPMAIIHOHHO-
JOKYMEHTAIMOHHOT'O U 00€CIIeUYeHUs! YIPaBICHUS
APXMBHOIO JI€JIA.

Brnaners criocobamu IInceMEHHO OTBETUTH Ha CIEAYIOIIUE BOIPOCHI,
JEMOHCTPALIMM YMEHHsI | yKa3aB HAUMEHOBAaHHE HOPMATUBHOIO JIOKYMEHTA,
AHAJIN3UPOBATh TOYHYIO (HPOPMYIUPOBKY, MOJATBEPHKAAIOUIYIO BbI-
CUTYALUIO, CKa3bIBaHUE, HOMEP ITYHKTA U HOMEP CTATHU:
BO3MO>KHOCTBIO . PaccmaTtpuBaercs 1M 4ellOBEK B KayeCTBE
MEXIUCIHUIUIMHAPHOIO | HOCUTEN CBEACHUM, COCTaBILAIOLIMX TOCyIap-
MIPUMEHEHUS, CTBEHHYIO TaliHY?
po(hecCuOHATLHBIM . Kakoil MakcuManbHBIM CPOK pacCEeKpedHu-
A3BIKOM B 00J1aCTH BaHUsl CBEJCHUMN, COCTABIJISIOIIMX TOCYAAPCTBEH-
TEHJICHUUN Pa3BUTHS HYIO TalHy?

UH(POPMaIIMOHHO- . Kak yacTto HeoOXonuMmo mepecMaTpuUBaTh
JOKYMEHTAUOHHOT O IIEPEYHH CBEICHMM, IOUICKAUX 3aCEKPEUUBa-
o0ecrieueHus HUI0?

YIIPABJICHUS ApXUBHOIO
Jena;

. Kto nagenen mpaBoM mpojsieHUs TIEPBO-
HayaJIbHO YCTaHOBJICHHBIX CPOKOB 3aCEKpEUUBa-
HUSI HOCUTEJIEW CBEICHUH, COCTaBIISIIOIIUX TOCY-
JAPCTBEHHYIO TaliHY?

o B kakux cinydasix HOCUTENU CBEICHUH, CO-
CTaBISIIOIIMX TOCYJApCTBEHHYIO TaiHY, MOTYT
OBITh PacCEeKpPEUEHBI JO MCTEUEHUsI CPOKOB MX 3a-
CEeKpeYMBaHUs?

. Ha xakue oTHOIIEHUSI HE pacIPOCTPaHSICT-
csa neiictBue PenepanbHoro 3akoHa «O mepco-
HaIBHBIX JAHHBIX»?

. Ha ocHOBe KakMX HpPUHIMIIOB OCYIIECTB-
nsieTcst 00paboTKa MepCOHAIbHBIX TaHHBIX ?
. B kakux ciydasx cBeIEHHsS O CyObeKTe

MEPCOHANIBHBIX JAHHBIX MOTYT OBITH B Jt00O€
BpEMs HCKJIFOUEHBI U3 OOIIEOCTYIMHBIX UCTOUYHU-
KOB IEPCOHATBHBIX JAaHHBIX ?

. Uro mpeamnonaraioT ASUCTBUS MO 00€31H-
YUBAHHIO TIEPCOHATIBHBIX JTAHHBIX?

. Kto sBnsercst obnanarenem nHbopMaIum,
COCTaBIISIIOIIE KOMMEPUYECKYIO TaliHy?

. B kakux cimyyasx u KoMy, o0iaiaTenb UH-
dbopmariy, COCTaBISIONIEH KOMMEPUYECKYIO Taii-
HYy, 00s13aH MpenocTaBuTh 3Ty HHpopmanuo? Kax
3TO JTIOJDKHO OBITH 0OPMIIEHO?

B kakux crmydasx wHGOpMAaIus, COCTaBISIONIASL
KOMMEpYECKYIO TaiiHy, 00J1aaTesieM KOTOPOU SB-
JISIETCS IPYroe JUI0, CUUTAETCS MOJYYSHHOU He-
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3aKOHHO?

[1IK-12 cnocobu
Kaun

OCTBIO BBIABJIIATH U OT6I/IpaTB JOKYMCEHTBI JJIs1 pa3HbIX TUIIOB U BUJI0OB HY6J'II/I-

3HaTh

MpaBWIa ©U  METOJIUKY
BBISIBJICHUS M OTOOpa J10-
KYMEHTOB JUISl Pa3HbIX
TUTIOB Y BHJIOB IyOJIMKa-
V5051

Tecm ona camonposepku

1. KakoBa ocHOBHas 1ienb ydera KoH(pU-
JCHIUATBHBIX JOKYMEHTOB?

a) peructpanusi KOH(UIECHUHUAIbHBIX J0-
KYMEHTOB;

0) oOecreyeHue (HU3NYECKON COXpPaHHO-
CTH, KOMIUIEKTHOCTH M ILEJIOCTHOCTH KOH(UICH-
LUAJIbHBIX JOKYMEHTOB;

B) oOecreYeHne MOMJIMHHOCTH KOH(pUIEH-
LUAJIbHBIX JOKYMEHTOB;

r) ¢dopmupoBaHue KOH(MUICHINAIBHBIX
JIOKYMEHTOB B JIeJIa.

2. I'me mpocTaBisieTcst TaMI C yKa3aHueM
YYETHOTO HOMEpa M KOJIUYECTBAa JIUCTOB KOH(U-
JICHLIMAIbHBIX JTOKYMEHTOB?

a) B BEPXHEM IPABOM YTy KaXI0TO JIUCTA
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YTy KaKJOro JIMCTa
JIOKYMEHTA;

B) B BEPXHEM IIPAaBOM YTy TOJBKO MEPBO-
o JINCTA JOKYMEHTA;

') B BEPXHEM JIEBOM YTIIy TOJBKO MEPBOTO
JMCTa IOKYMEHTA.

3. Kakas wmnapoOpmMaius ykasbpiBaeTCcsi Ha
0010KKax pabouynx M creHorpauyecKkux Terpa-
neu?

a) rpu¢d KoH(UAESHIUATBEHOCTH, (aMUIH
Y MHULIUAITBI UCTIOJHUTEIIS, CPOK XPAHEHHUS,

6) rpud KOHPUIESHIMATHHOCTH, KOJIHYe-
CTBO JIUCTOB, ()aMIJIUSI W WHUIHAIBI HCITOTHHUTE-
T8,

B) BMJl HOCHUTENs, Irpu( KOH(PHIEHIUAIb-
HOCTH, KOJIMYECTBO JIUCTOB;

r) BuA Hocutens, Tpu¢ KoH(UIEHIUATb-
HOCTH, (paMUIIMs M MHUIMAIIBI UCTIOTHUTEIIS.

4. 1o Hayaja cOCTaBJIEHUs TeKCTa KOHDU-
JICHIIMATBHOTO JOKYMEHTa IPOBOJUTCS OTlEepalts:

a) perucrpanuu KOH(PHUICHIIMAIBHOTO J10-
KYMEHTa;

0) perucrtpaniid HOCHUTENST KOH(PHUICHITU-
IBbHOM nH(pOpManuu;

B) pErucTpalu IakeTa IOCTYNHUBILIETO
JOKYMEHTA;

I') COTVIACOBAaHHME TEKCTa KOH(UIEHIINAb-
HOTO JJOKYMEHTA.
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5. Ecnm xoHuIeHIMATbHBIA JTOKYMEHT
reJaTaeTcss ¢ YepHOBMKA, Kakas HH(opMarus
YKa3bIBAETCS Ha IIEPBOM JIUCTE YEPHOBUKA?

a) KOJIMYECTBO HEOOXOIWMBIX HK3EMILIS-
pPOB TMpOEKTa JOKYMEHTa, KOJMYECTBO JIMCTOB
YePHOBUKA;

0) KOJIMYECTBO JINCTOB YEPHOBHKA, (pamu-
JIUST UCTIOTHUTETIS;

B) KOJHMYECTBO HEOOXOJUMBIX SK3EMILIS-
POB IIPOEKTa JOKYMEHTA, (paMUIIHsI HCTIOTHUTEIIS,

I') KOJMYECTBO HEOOXOJUMBIX 3K3EMILIS-
POB IIPOEKTa JOKYMEHTa, (paMUIHs UCTIOTHHUTEIS,
KOJIMUECTBO JTUCTOB YEPHOBUKA.

6. I'me mpocraBnsieTcst y4yeTHbIH HOMEp U
rpud KOH(DUICHIUATLHOCTH Ha MPOCKTe KOH(H-
JEHITMAIBHOTO TIOKyMeHTa?

a) Ha KaXKIOM JIUCTE KaXJIOTO AK3EMILIIpa
MPOEKTa JOKYMEHTA;

0) TOJBKO Ha MEPBOM JIUCTE MPOEKTA J0-
KyMEHTa B ONpEICIEHHOM JJisi 3TOTO0 PEKBH3UTA
MecCTe;

B) Ha BCEX JIUCTaxX MPOEKTa JOKyMEHTa B
JIEBOM HIDKHEM YTITY JIMIIEBOW CTOPOHBI;

I') Ha BCeX JIMCTaxX MPOEKTa TOKyMEHTa B
MIPaBOM BEPXHEM YTJIy JIMIIEBOH CTOPOHBI.

7. C xakoi omepalnuy HauMHaeTcs pabora
C TIOCTYNHBIIMMH B OPTaHU3AIHUIO KOH(UICHIIH-
ANbHBIMU TOKYMEHTaMH?

a) y4eT MaKeTOB MOCTYMUBIIMX JTOKyMEH-
TOB;

0) yueT HocuTenel nHpopmanuu;

B) BBOJI PETUCTPAIIMOHHBIX JAHHBIX B aB-
TOMAaTHU3UPOBAHHYIO WIIH TPAIUIIHOHHYIO CHCTEMY
yuera;

T) TpPOCTaBJIe€HHWE Ha JOKyMeHTe Tpuda
KOH(UICHIINATEHOCTH.

8. I'me mpocTaBiSItOTCST yYETHBIE HOMEpaA
HA TEKCTOBBIX JOKYMEHTAaX BBIACIEHHOTO XpaHe-
HUS?

a) B BEpXHEM MPABOM YTy OOJIOKKH;

0) B BEpXHEM JIEBOM YTy OOJIOKKH;

B) B BEpXHEM JICBOM YTy KaXKJIOTO JIMCTa
JOKYMEHTa;

I') B HIDKHEM ITPaBOM YTy OOJI0XKKH.

9. I'me mpocTaBiseTcsi YYETHBIA HOMED,
MPUCBOCHHBIA KOMUU KOH(UIEHITUAILHOTO JOKY-
MeHTa?

a) Ha TMEPBOM JIHUCTE KOIMUU TOCEpPEANHE
HIDKHETO MO C J1oOaBiieHHeM aOO0peBUaTyphl
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rpuda KoH(UIESHIIUATEHOCTH;

0) Ha TEpPBOM JIUCTE KOMUU B TIPaBOM
HIDKHEM yriay ¢ go0aBieHreM abO0peBUaTypbl
rpuda KoH(pUIEHINATBHOCTH;

B) Ha BCEX JIUCTAaX KONUHU B MPABOM HUXK-
HEM yriay ¢ nobaBiieHHeM a0OpeBuaTypwl rpuda
KOH(UICHIIMATBHOCTH;

I) Ha BCEX JIMCTAaX KOIHU IIOCEpENnHE
HIDKHETO TM0oJIs C JoOaBieHUEM abOpeBHATYPHI
rpuda KOH(OUACHITUATEHOCTH.

10. Ykaxure MecTopacnojoxkeHue rpuda
OTPaHUYEHUS IOCTYIA K JOKYMEHTY.

a) B HDKHEM JIEBOM YTIIIy MEPBOTO JIKUCTa
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YTy MEPBOrO JIMCTa
JTIOKYMEHTA;

B) B HW)KHEM TIPABOM YIIIy IEPBOTO JIUCTA
JTIOKYMEHTAa;

I') B BEpXHEM IIPAaBOM YIJy IIE€PBOIO JIUCTA
JIOKYMEHTA.

11. K xakoM TOKyMEHTE COIEpPKUTCS HUH-
dopmanys o MOPsJIOK MPUCBOCHUS U CHATHS TpU-
¢a orpaHuuUeHMs JOCTYNa K KOH()HUICHINATHHBIM
JIOKyMeHTaMm?

a) TMOJIOKEHHE O CITYX)0e KOH(PUIEHIUATb-
HOTO JIeJIONPOU3BO/ICTBA;

0) MHCTPYKIHS O MOpPSAKE pabOThl ¢ KOH-
buaeHIMATFHBIMA JOKYMEHTAMU;

B) JIOJDKHOCTHBIE HMHCTPYKIUH pPaOOTHH-
KOB;

') nepeyeHb (CIUCOK) BUIOB MH(OpMaLUU
KOH(HIEHIIMATIBHOTO XapaKTepa.

12. Kakue nomosHHMTENbHBIE Tpadsl cO-
JEP>KUT TaOJIMYHAs 4acTh HOMEHKJIATYphl KOH(DU-
JNEHITNAIIBHBIX JeJ1?

a) HOMeEp 10 MOPATKY;

0) rpud KOHDUICHIIMATBEHOCTH JIEIIa;

B) BUJ MHGOpPMAIMU OTPAaHUYEHHOIO J0-
CTyna, COJIEpIKAIlICICs B JIeTiE;

I') HaMMEHOBAaHHUE MOJpa3/eNeHus, KOTO-
pOMY MPEeAOCTaBISAETCS 1€110;

1) OTMETKH O JBM)KEHHUH Jiena (apXUBHBIN
mudp, HOMep U JaTa akTa 00 YHUUYTOXKEHUH, OT-
METKH 00 OTIIpaBJICHUH);

€) KOJIMYECTBO JINCTOB B JIEJIE;

) CpPOK XpaHEHHUS M HOMepa CTaTeil Mo
MEPEYHIO;

3) epuo]] KOH(UACHIUAILHOCTH JIea.

13. Cnenmduveckoil COCTaBISAIONICH KOH-
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buIeHIMATBEHOTO JIeNa SABISETCS:

a) BHYTPEHHSISI ONUCH IOKYMEHTOB;

0) CIHMCOK COTPYIHHKOB, JOMYIIEHHBIX K
Aeny;

B) 3aBEpUTEIbHAS HA/MUCH JETa;

T') CIIMCOK OTBETCTBEHHBIX UCIIOTHUTEIICH.

14. Ilpu BBIAaYe KOHPHUIACHIIUATIBLHOTO Je-
J1a COTPYIHUKY OpPTaHHU3aAIlMU JIEIAeTCsl OTMETKA B!

a) KapTOUKe y4eTa BblayH Jiena;

0) KapTOUKe yueTa pa3pelIeHHUI;

B) KapTOYKE Y4eTa BbIIauu JOKYMEHTOB;

') BHYTpPEHHEH OINUCH Jiena.

15. Kakum JokyMeHTOM oOhopMisieTcs
npoueaypa YHUYTOXKCHHUS KOHQHUICHIIMATBLHBIX
JIOKYMEHTOB, JIe]1 U HocuTenei nundopmarmu?

a) CBUJICTEIILCTBOM 00 YHUUYTOKEHUH;

0) cripaBKoO¥l 00 YHUUTOXCHUU;

B) MPOTOKOJIOM O XOJI¢ YHUUYTOXKEHUS;

') aKTOM 00 YHUUTOXEHHH.

16. KakoBa mepHoJMYHOCTh MPOBEACHUS
MPOBEPOK HAIMYMS KOH(PHUACHIIMAIBHBIX JOKY-
MEHTOB?

a) HEe pexe OJTHOTO pa3a B MOJITo/a;

0) He pexe OJHOro pas3a B TOJ;

B) HE pPeXKe OJHOTO pas3a B TPU roja;

T') HE peXe OJJHOTO pa3a B MSATh JIeT.

17. B xakoM JIOKyMEHTE OTpa)xaroTcs pe-
3yJlbTaThl IPOU3BEAEHHBIX MPOBEPOK MPABUIBHO-
CTH TIPOCTaBJIEHUS OTMETOK O PETUCTpallH U
JIBUKEHUH  KOH(MUICHIMATBHBIX  JIOKYMEHTOB,
JIeJ, HocUuTeseH 1 uX (PaKTUIECKOTO HATHIHS?

a) B aKTe;

0) B MPOTOKOJIE;

B) B peILICHUH;

T') B [IPUKa3e.

YmMmern

OPUMEHATh BbIOpaHHBIE
JOKYMCEHTBI JIs1 PAa3HBIX
TUIIOB U BHJIOB ITyOJIHKa-
Ml B TNpodeccuoHalb-
HOW JESTENbHOCTH; MHC-
MOJIb30BAaTh UX Ha MEX-
JUCLUIUINHAPHOM
YpOBHE

3aganue «Komniekc mep no sauwume KoHpuoeH-
yuanvrou ungopmayuu. CmpykmypHas _opeanu-
3aYust KOHGUOEHYUATILHO20 0eIONPOU3EOOCIEAN.
1. CopoekTupoBath (CMOACIUPOBATH) KPYITHYIO
OpTraHMU3aIIo, OMpeAeIuTh chepy IesTETHbHOCTH
U peniaeMble 3aJ1a4u.

2. IlpencraBuTh CBOM BapHaHT CTPYKTYPHOH op-
TaHU3AIMH CIY)KObl KOH(UIEHIIUATBLHOTO JIeJIO0-
NPOM3BOJICTBA (pa3paboTaTh CTPYKTYpY OpraHHu-
3allMM ¥ TI0Ka3aTh MECTO CIYKObI KOH(UIICHIIH-
QTBHOTO JICJIONPOU3BOACTBA B JTAHHOW CTPYKTY-
pe). Onucarh CTENEHh CAaMOCTOATEILHOCTH CITYXK-
Obl KOH(HJICHIIMAIBHOTO AEJIONPOU3BOJICTBA, €€
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MOTYUHEHHOCTb.
3. OnpenenuTh TOJKHOCTHOM W YUCICHHBIA CO-
cTaB pabOTHUKOB CIYXObl KOH(DHICHIIMAIBHOTO
JIEJIONPOU3BOJICTBA, C NEPEUUCICHUEM JIOJKHOCT-
HBIX 00S3aHHOCTEH M0 KaXKI0H TOMIKHOCTH.

4. OnpenenuTh HOPMAaTUBHBIE aKThl, B TOM YHCIIE
JIOKaJIbHbIE, Ha KOTOPBIX OCHOBBIBAETCSI OpPraHU-
3anus paboThl CIIy’)KObI KOH(DUIECHITMAILHOTO J1e-
JIOTIPOU3BOJICTBA).

5. Omnpenenutb coaepKaHWE IepeuHs (CIHUCKA)
BUJI0B MHGOpMaIuu KOH(QUICHIIMATBEHOTO Xapak-
Tepa Uil CIPOEKTUPOBAHHOM opranu3auuu. lle-
pedyeHb 0POPMUTD B BHIEC TAOTHIIBI.

6. Omnpenenutb coaepKaHHE IepeuHs (CIHUCKA)
JIOKYMEHTOB, COJepKalux WH(popMalnio KoH)U-
JEHIMAIBHOTO XapakTepa AJis CIIPOSKTHPOBAHHON
opranuzaiuu. [lepeyenp opopMHUTH B BHIE Tab-
JIUIIBL.

7. OnpenenuTh CIUCOK PA0OTHUKOB OpPTraHMU3aInH,
MMEIOIINX MPaBO JOCTYyNa K KOH(HUISHIIUATbHBIM
JOKYMEHTaM.

8. CoctaButh u opopmuth Ilonoxenue o ciayxode
KOH(HICHIINATIHLHOTO JIETIONPON3BOJICTBA

BrnaneTs

MPAKTUYICCKUMU HaBBbI-
KaMU BBISBICHUS U OT-
Oopa JOKYMEHTOB JJisi
pa3HbIX THIIOB U BHUJOB
nyOnuKanuii ¥ HaBbIKa-
MU UX UCIOJB30BaHUS

Hepeqeﬂb TeM M 3aJaHHUil AJs NMOATOTOBKH K

3a4ery:

1. ITonsiTne KOH(UIEHIINAIbHOTO
JIeNTOTIPOU3BO/ICTBA.

2. [Tpusnaku KOH(HISHIIHATLHOTO
JIeNTOTIPOU3BO/ICTBA.

3. CooTHomeHne KOHPHUISHIINATBEHOTO U
OTKPBITOT'O JIEJIONPOU3BOICTBA.

4, Ob6menoctynHass  uHGOpMALUS U
uHpOpMalKs OTPaHUUYEHHOTO I0CTYIIA.

5. CootHo1ieHne nHpopmanuu

OTPAaHUYEHHOTO JIOCTYNla C TOCYJapCTBEHHOM
TaliHOMH.

6. Knaccudukanus CBeICHUI
KOH(HUICHIIMAILHOTO XapaKkTepa M0 OCHOBAHUSM,
PeyCMOTPEHHBIM JEHCTBYIOIIUM
3aKOHO/IaTEIHLCTBOM.

7. Csenenuns, COCTaBIISIOIINE
CIIy)keOHYI0 TalfHYy.

8. [Topsimox obparieHus ¢ JOKyMEHTaMH,

COJIepXKaIIIMHU CITyKeOHYIO nHpopmaIuio
OTPAaHUYEHHOTO PACIPOCTPAHEHUSI.

9. CBeneHUsI, KOTOphIE HE  MOTYT
OTHOCHUTBCSI K ciy)keOHO#l TaitHe. ['pud «Jlns
CITy’)K€OHOTO TTOJIb30BaHUS.

10. Caencnus, COCTAaBJISIOIINC
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TaliHa).

11.
12.
13.

JAaHHBIX.
14.

15.

16.

17.

HHX.

19.

22.

KoMMepueckyto TaiHy. I'pud «Kommepueckas

Meponpusatus, HanpaBlICHHbIE Ha

3alIUTy KOMMEPUYECKON TalHBbI.

IlepconanbHble NaHHbIE (CBEACHUS O

rpan(z[aHaX). Cocras NEPCOHATIbHBIX TaHHBIX.

Knaccudpukanus MEPCOHATBHBIX

[Tony4yenune u o0paboTka

HEepCOHANbHBIX JaHHbIX. OCHOBHBIE TpeOOBaHUS
npu 00pabOTKe MePCOHANBHBIX JTaHHBIX.

Hepeﬂaqa INCPCOHAJIIBHBIX  JTaHHBIX.

OnpeneneHue Kpyra JMl, HMEIOIUX [PaBO
JIOCTYIIA K MEPCOHAJIbHBIM JaHHBIM.

CBeneHusi, COCTaBIAIOIIME  TailHY

CJICACTBUA U CyJOIIPONU3BOJACTBA.

Csenenus, CBSI3aHHBIC c

pOoeCCUOHAIBHON JEATENBHOCTBIO (BpadeOHas,
HOTapHaJIbHAsl,  aJBOKAaTCKas  TaiiHa, TalHa
NEPENUCKH, TeIe()OHHBIX IEPErOBOPOB, MOYTOBBIX

OTIPABJICHHIA, TenerpagHbIx WA HMHBIX
COOOIIIEeHUT).
18. CBeneHusi 0 CYIIHOCTH H300peTeHHs,

HOJIE3HONW MOJAENTH MU MPOMBIIUIEHHOTO 00pasma
10 opUIMATbHON NyOIuKauu HH(opManmuu o

BapuaHThl CTpyKTypHOI OpraHu3anuu

KOH(UIEHIMAIBHOTO JI€T0NPOU3BO/ICTBA.

20. 3amaun W (QyHKOMM, TpaBa U
OTBETCTBEHHOCTb CIIY>KObl KOH(HIEHIINAIBHOTO
JIEJIONIPOU3BO/ICTBA.

21. JlokanpHBIE ~ HOPMATHBHBIE  aKTHI,

YCTaHaBJIMBAOIINUC MOpAA0K pa60TBI C
KOHCbI/I,HeHHI/IaJ'H)HI)IMI/I JOKYMCHTaMH.

Pexum COXPaHHOCTHU

KOHCbI/I)]eHHI/IaJ'II)HI)IX JOKYMCHTOB.
OTBETCTBEHHOCTh 3a pasrjalleHHe CBEISHUM
KOH(PHICHIIMAIBHOTO XapakTepa

[1K-17 BnageHreM METOJaMH 3aIIUTH HHPOpPMAIHH

3HaTh obmenpodeccuoHaIbHBIC Tecm ona camonposepku
TEOPETUYECKHE U METO- 1. KakoBa ocHOBHas 1ieib ydera KoH(DH-
IUYECKHUE OCHOBBI HWH- | ACHIUAJIBHBIX }IOKYMGHTOB?
dbopMarmoHHOH oe3- a) perucrpanus KOH(MUICHIMAIBHBIX J0-
OMAaCHOCTH ¥  3aIlUTHI | KYMEHTOB;
uH(popMaun 0) oOecrieueHre (PUINYECKONW COXpPAHHO-

CTH, KOMIUIEKTHOCTH M IIEJIOCTHOCTH KOH(HJICH-
IIHUAJIBHBIX I[OKYMGHTOB;
B) oOecreyeHue MoIMHHOCTH KOH(MUIEH-
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[UATbHBIX TOKYMEHTOB;

r) ¢dopMupoBanue KOH(MUICHIUAIBHBIX
JIOKYMEHTOB B JiejIa.

2. I'me mpocTaBisieTCs MITaMII ¢ yKa3aHUEM
YY4ETHOr0 HOMEpa M KOJUYECTBa JIMCTOB KOH(DU-
JEHITUATBHBIX JJOKYMEHTOB?

a) B BEpXHEM MPABOM YTy KaKJOTro JIUCTa
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YTy KaKJIOro JIMCTa
JIOKYMEHTA,;

B) B BEpPXHEM IPABOM YTy TOJIBKO MEPBO-
0 JINCTA JOKYMEHTA;

T') B BEPXHEM JIEBOM YTy TOJILKO MEPBOTO
JUCTA JOKYMEHTA.

3. Kakas wundopmamus yka3blBaeTcs Ha
00J10)kKax pabo4ynx M CTEHOrpaPUYECKUX TeTpa-
nei?

a) rpud KoHPUIACHIHAIBHOCTH, (pamMuIHus
Y MHUIHAJBI UCTIOJIHUTEIS, CPOK XPAHCHUS;

0) rpud KOH(DUICHIHUATLHOCTH, KOJIHYE-
CTBO JIUCTOB, (haMUJIMSI Y WHHUIIUATBI HCIIOJTHUTE-
Tst;

B) BMJl HOCHUTENs, Ipu( KOH(PUIEHIUAIb-
HOCTHU, KOJIMYECTBO JIHCTOB;

r) BUA Hocutens, Tpu¢ KOHPUIEHIUAb-
HOCTH, (haMUJTHSI U MHUIUAIIBI UCTIOJTHUTEIIS.

4. 1o Hayaja COCTaBJIEHUs TeKCTa KOH(DU-
JEHITMAIBHOTO TOKYMEHTA MPOBOJUTCS OTNEpaIysi:

a) perucTpanuu KOH(PHUICHIIMAIBHOTO J10-
KYMEHTa;

0) peructpaniid HOCHUTENST KOH(PHUICHITU-
anbHOU MH(POPMAIUH;

B) pETUCTpalliy TaKeTa TIOCTYIHUBIIETO
JIOKYMEHTA;

I') COTJIACOBaHME TEKCTa KOH(UIEHIINATb-
HOTO JIOKYMEHTA.

5. Ecnm xonbumeHIMambHBI JTOKYMEHT
MevyaTraeTcss ¢ YEpHOBHMKA, Kakas WHQOpMaIus
YKa3bIBAETCS Ha IMEPBOM JIUCTE YSPHOBUKA?

a) KOJHMYECTBO HEOOXOIUMBIX HSK3EMILISI-
pPOB TpPOEKTa JOKYMEHTa, KOJHMYECTBO JIHCTOB
YepHOBUKA;

0) KOJIMYECTBO JIMCTOB YEpHOBHKA, (hamu-
TN UCTIOTHUTETIS;

B) KOJMYECTBO HEOOXOIUMBIX SK3EMILIS-
POB MPOEKTa TOKYMEHTa, (haMUJIHsI HCTIOJTHUTEIIS;

I') KOJHMYECTBO HEOOXOIUMBIX SK3EMILIS-
POB MPOEKTa JOKYMEHTa, (paMUIINsT UCTIOTHUTEIS,
KOJIMYECTBO JIMCTOB YEPHOBUKA.
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6. I'me mpocraBisieTcsi yYeTHBI HOMEp U
rpu¢ KOHPHIESHIHMATIHHOCTH HAa MPOEKTE KOH(U-
JCHIIMAIBHOTO IOKyMeHTa?

a) Ha KaXJIOM JIMCTE KaKJOTO0 IK3EMILIApa
IPOEKTa JOKYMEHTA;

0) TOJBKO Ha MEPBOM JIUCTE MPOEKTa J0-
KyMEHTa B OINPE/EICHHOM JUIsl 3TOTO0 PEKBU3MTA
MecCTe;

B) Ha BCEX JIUCTAX NPOEKTa JIOKyMEHTa B
JICBOM HIDKHEM YTITY JIMIIEBOW CTOPOHBI;

I') Ha BCEX JIUCTAaxX IMPOEKTa JOKyMEHTa B
MIPaBOM BEPXHEM YTy JIMIIEBOI CTOPOHBI.

7. C kakoil omepalnMy HauuHaeTcs padoTa
C TIOCTYNUBIIMMHU B OpPTaHU3AIUI0 KOH(HICHIIH-
QIbHBIMU JOKYMEHTaMH?

a) y4yeT MaKeTOB MOCTYMUBLIMX JOKYMEH-
TOB;

0) yueT HocuTenel nupopManuu;

B) BBOJ| PETUCTPAIIMOHHBIX JTAaHHBIX B aB-
TOMAaTU3UPOBAHHYIO WM TPAJIULMOHHYIO CUCTEMY
yueTa,

I) IpOCTaBJI€HHE Ha JOKyMEHTe TpHda
KOH(UIEHIIMATBHOCTH.

8. I'’me mpocTaBisIOTCS y4eTHble HOMepa
Ha TEKCTOBBIX JOKYMEHTAaX BBIJICJIEHHOTO XpaHe-
HuA?

a) B BEPXHEM IIPaBOM YTITy OOJI0XKKH;

0) B BEpXHEM JIEBOM YTJIy OOJIOXKKH;

B) B BEPXHEM JIEBOM YTJIy KaXKJIOTO JIUCTA
JIOKYMEHTA;

') B HUKHEM IPAaBOM YTy OOJIOKKH.

9. I'le mpocraBisercss y4YeTHbIH HOMep,
MPUCBOCHHBIA KON KOH(UICHIIMAIBHOTO JTOKY-
MeHTa?

a) Ha TICPBOM JIMCTE KOMHH IMOCEPEIUHE
HIDKHEro Mo c jJo0aBieHHeM aOOpeBUaTypbl
rpuda KoH(pUIEHIINAIBHOCTH;

0) Ha MNEpBOM JIMCTE KOMHMU B IPABOM
HIUOKHEM yIriiy ¢ Jo0aBieHueM al00peBHaTyphl
rpuda KoH(pUIEHIINATBHOCTH;

B) Ha BCEX JIMCTaX KOIUU B MPABOM HIK-
HEM yriy ¢ jnoOaBieHueM ab0peBuaTypsl rpuda
KOH(HICHIIMAIBHOCTH;

I) Ha BCEX JIMCTaxX KOIMHWHU IOCEeperuHE
HIDKHETO Mo C JoOaBieHreM abO0peBUaTyphl
rpuda KOHPpUICHINATBHOCTH.

10. Ykaxure mectopacnoyiokeHue rpuda
OTpPaHUYEHUS JIOCTYIA K JJOKYMEHTY.

a) B HIJKHEM JIEBOM YIUIy MEPBOTO JIUCTA
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JIOKYMEHTA;

0) B BEpXHEM JIEBOM YTJIy TEPBOTO JIUCTA
JIOKYMEHTA;

B) B HIDKHEM IIPaBOM YTy IEPBOIO JIUCTA
JIOKYMEHTA;

I') B BEpXHEM IIPAaBOM YIJy IIEPBOIO JIMCTA
JIOKYMEHTA.

11. K xakoM TOKyMEHTE COIEpPKUTCS WH-
dbopMarus 0 OPSAIAOK MPUCBOCHUS U CHATUS TPU-
¢a orpaHuueHMs IOCTYyNa K KOH()UICHINATBHBIM
JIOKyMeHTaMm?

a) TIOJIOKEHHE O CIIY)KOe KOH(HICHIIHAIb-
HOTO JIeJIONPOU3BO/ICTBA;

0) MHCTPYKIHS O MOPsSAKE pabOThl ¢ KOH-
buaeHIMATFHBIMA JOKYMEHTAMU;

B) JOJDKHOCTHBIE HHCTPYKIMH DPaOOTHH-
KOB;

T') IepeveHb (CIUCOK) BUI0B MHGOPMAITIH
KOH(UICHIIMATLHOTO XapaKTepa.

12. Kakue nmomosHuTEIbHBIE Tpadbl Co-
JEepKHUT TabIMyHasi YacTh HOMEHKJIATYphl KOH(U-
JEHITUATBHBIX Aen?

a) HOMep IO MOPSIIKY;

0) rpu¢ KoH(MUIECHIINATEHOCTH JIENa;

B) BUJ MHPOpPMAIMU OTPaHUYEHHOTO J0-
CTyIIa, COAEpIKaIIeNcs B JIEe;

I') HAaUMEHOBAaHUE TMOJpPAa3/EICHUs, KOTO-
POMY NPEAOCTABIAETCS JEN0;

J1) OTMETKU O JBMKEHHUHM Jiena (apXUBHBIN
mudp, HoMep U Aara akTa 00 YHHUUTOXKEHHH, OT-
METKHU 00 OTIpaBICHUHN);

€) KOJIMYECTBO JINCTOB B JIETIE;

) CPOK XpaHEHHUs W HOMepa cTaredl 1o
MIEPEYHIO;

3) meproa KOHPUACHITUATHHOCTH JIeIa.

13. Cnemududeckoll COCTaBISAIONIEH KOH-
(buIEeHIINATBFHOTO JeJIa SBIISETCS:

a) BHYTPEHHSAA OIUCH JIOKyMEHTOB;

0) CIUCOK COTPYIHHMKOB, OMYIIEHHBIX K
Aeny;

B) 3aBepUTeNIbHAs HAAMNCH JIeNa;

I') CHMCOK OTBETCTBEHHBIX HCIIOIHUTEICH.

14. Ilpu BBIIAYe KOH(MUIESHIIMATBLHOTO Je-
Ja COTPYAHMKY OpPTaHU3aIMH JIeNlaeTcs OTMETKA B!

a) KapTOUYKe y4eTa BblayH Jiena;

0) KapTOuKe y4yeTa pa3pelieHui;

B) KapTOYKe y4yeTa BblJJaul JOKYMEHTOB;

') BHYTPEHHEH OIUCH Jena.

15. Kakum noxkymeHTOM 0OGOpMIIIETCS

37




CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemblie pe3yibTa-
TBI O0yUYCHHS

OneHouHble CpeCTBa

npoueaypa YHUYTOXKEHHS KOHGUIACHIIHATIbHBIX
JIOKYMEHTOB, JIe]1 U HocHuTenel uadopmarmm?

a) CBUCTEIILCTBOM 00 YHHUTOXCHUH;

0) cipaBKO¥ 00 YHUYTOKCHHH;

B) MPOTOKOJIOM O XOJI¢ YHUUYTOXKEHUS;

') aKTOM 00 YHUYTOXKEHHH.

16. KakoBa mnepHoOJUYHOCTh MPOBEACHUS
MPOBEPOK HAIWYUS KOH(PUICHIMAIBHBIX JOKY-
MEHTOB?

a) HE peXe OJJHOTO pasa B MOJIT0/1a;

0) He peke OJTHOTO pa3a B TOJI;

B) HE pEeKe OJIHOTO pasa B TPH rojia;

T') HE peXe OJTHOTO pa3a B IATh JIET.

17. B xakoM JIOKyMEHTE OTpa)xaroTcs pe-
3yNbTaThl IPOU3BEIEHHBIX MPOBEPOK MPABUIIBHO-
CTH TMPOCTaBJICHHUS OTMETOK O pEerucTpaluv u
JIBIKCHUM  KOH(UICHIMAIBHBIX  JIOKYMEHTOB,
JIe1, HocUTeNe U uX (pakTHUecKoro Haluyus?

a) B aKTe;

0) B MPOTOKOJIC;

B) B pELICHUY;

I') B IIpUKase.

VYmMmern

pacro3HaBaTh apdek-
TUBHOE MpPHUMEHEHHE B
npodeccuoHanbHON Jes-
TEJIbHOCTU METOJIOB 3a-
HIUTHl MHPOpPMAIMH  OT
Hea(ppeKTUBHOTO

1. CopoekTupoBath (CMOAECIUPOBATH) KPYIMHYIO
OpTraHH3aIHIo, OMpeIeNuTh chepy neareabHOCTH,
peliaeMble 3a/1a4u.

2. PazpaboTtaTh CTpYKTYpy OpraHHM3aIldd U TMOKa-
3aTh MecTo cinykO0bl JIOY B maHHOU CTpPYyKType
(Mozens).

3. [IpeacraBuTh CBOM BapuaHT CTPYKTYpHOM Op-
ranuzamuu ciayxosl JJOY (pa3paboTaTh CTPyKTY-
py cnyx6s1 JIOY).

4. OnpenenuTh PYHKIINH TOIpa3IeICHUIN CITYKOBI
JOV.

5. OnpenenuTh AOKHOCTHOW M YUCIECHHBIA CO-
ctaB paboTHUKOB ciayxO0bl JJOY (anms kaxmoro
MO/Ipa3IeIICHNUs ).

6. OmpenenuTh JOKalbHbIE HOPMATHBHBIE AKTHI,
Ha KOTOPBIX OCHOBBIBACTCSI OpraHU3aIisl paboThI
cyx6os1 JIOY.

Bnanetn

NPaKTUYECKUMH  HaBBI-
KaMH 3aIluThl HHPOpMa-
UM U HaBBIKAMH WX HC-
10JIb30BaHUs

3ananue «Komniexc mep no 3awjume KoHguoeH-
yuanbHou ungopmayuu. CmpykmypHas opeaHu-
3ayusl KOHPUOECHUUATILHO20 0EeIONPOU3BOOCBAY:
1. CopoekTupoBarh (CMOAEIUPOBATH) KPYIMHYIO
OpraHM3aIHIo, ONpeAenuTh chepy AesTeTbHOCTH
U peliaeMble 3a1a4u.

2. [IpencraBuTh CBOM BapuWaHT CTPYKTYPHOU Op-
TraHU3aluu CIyXObl KOH(PHIECHIMATIBHOTO [eIo-
MPOM3BOJICTBA (pa3paboTaTh CTPYKTYpPY OpTaHHU-
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3allUd U T0Ka3aTb MECTO CIIY>KObl KOH(HACHILIH-
AJIBHOTO JIEJIONPOU3BOACTBA B JTAHHOW CTPYKTY-
pe). Onucarb cTeneHb CaMOCTOATEIBLHOCTH CITYXK-
Obl KOH(HIECHIMAIBHOTO JAEJIONPOU3BOJICTBA, €€
MOTYUHEHHOCTb.

3. OnpenenuTh TOJKHOCTHOM W YUCICHHBIA CO-
cTaB pabOTHUKOB CIYXObl KOH(DHICHIIMAILHOTO
JIEJIONPOU3BO/ICTBA, C NEPEUYNCIIEHUEM JIOJKHOCT-
HBIX 00S3aHHOCTEH M0 KaXKJ10# TOJKHOCTH.

4. OnpenenuTh HOPMaTUBHbBIE aKThl, B TOM YHCIIE
JIOKaJIbHbIE, HA KOTOPBIX OCHOBBLIBAETCSI OpPraHMU-
3anus paboThl CIIy’)KObI KOH(DHUIECHITMATLHOTO JIe-
JIOTIPOU3BOJICTBA).

5. Onpenenutb coaepKaHHE IepeuHs (CIHUCKA)
BUJI0B MHGOpMaIuu KOH(PUICHIIMATBEHOTO Xapak-
Tepa Uis CHPOEKTUPOBAHHOM opranuzauuu. [le-
pedeHb 0OPMHUTD B BUE TaOIHIIBI.

6. Omnpenenuth colepXkaHue MepeuHs (CIUCKA)
JOKYMEHTOB, COJCPKAIINX MHPOPMALUI0 KOH(U-
JEHIMAIBHOTO XapakTepa AJis CIPOSKTUPOBAHHOM
opranuzaiuu. [lepeyerr odopMuTh B BUAE Tab-
JIMLIBI.

7. OnpenenuTh CHUCOK Pa0OTHUKOB OpTaHU3aIINH,
UMEIOIIUX MPAaBO JIOCTYNA K KOH(PHUIACHIHATIEHBIM
JIOKYMEHTaM.

8. CoctaButh u opopmuth Ilonoxenue o ciayxode
KOH(UEHIIMAIBHOTO JIeJ0NPOU3BO/ICTBA.

[TK-20 crnocoOHOCTBIO UCTIOIB30BATh MPABMIIA OPTAHU3AIIMH BCEX ITAMOB pabOTHI C TOKYMEH-
TaMU, B TOM YHCJIE aDXUBHBIMU JJOKYMEHTaMHU

3HaTh

OCHOBHBIE OIIPENEIEHUS
Y TIOHSTHS, OCHOBHBIE
METO/IbI UCCIIENOBAHUM,
OIIpEIEIIECHUs IIPOLIECCOB
OpraHU3aIy BCEX ATa-
OB pabOThI ¢ JOKYMEH-
TaMmH, B TOM YHUCJIE ap-
XUBHBIMU JOKYMEHTAMU,

1. M3yunTs cnenyromue HOPMaTUBHBIE JOKYMEH-
THI:

. 3axoH ot 21 nrona 1993 r. Ne 5485-1 «O
rOCYIapCTBEHHOW TaHEY;

. Vka3 I[Ipesunenra Poccutickoit denepa-
un ot 11 despainst 2006 1. Ne 90 «O nepeune
CBEJICHN, OTHECEHHBIX K FOCYJapCTBEHHOMN
TalHe»;

. ®enepanbHbIil 3ak0H 0T 27 utons 2006 r.
Ne 152-@3 «O nepcoHanbHBIX JaHHBIXY;
. ®enepanbHbIil 3ak0H 0T 29 urons 2004 r.

Ne 98-®3 «O xommepuecKoil TaiHe».

PaccMoTpeTh OCHOBHBIE MOHATHS, UCIOJIb3yEeMbIe
B HOPMATUBHBIX JOKYMEHTAX; IMOJHOMOYHUS Opra-
HOB TOCYAApCTBEHHOM BJIACTH M JOJKHOCTHBIX
T B 00JIACTH OTHECEHMsI CBEIEHUU K Tocymap-
CTBEHHOM TalHE W WX 3alUTHI; NEPEUEHb CBEIE-
HUW, COCTABJIIOIIUX TOCYIapCTBEHHYIO TalHY;
PEKBU3UTHI HOCUTEJNIEU CBEICHMM, COCTABIISIIOIINX
rOCYJApCTBEHHYIO TalHY; MPUHILIUIBI U YCIOBUSA
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00pabOTKH MEPCOHANBHBIX JAaHHBIX; MpaBa CyOb-
eKTa MEePCOHAIBHBIX JAHHBIX; 00S3aHHOCTH OIIe-
paTtopa mpu cOope MepCOHATBHBIX JAHHBIX; OCO-
OEHHOCTH MPEOCTaBICHUS HHPOPMALIUHU, COCTaB-
JIAIOIIEH KOMMEPYECKYIO TalHy.

VYka3aTh NHCPMEHHO Ha3HAUYEHUE KaXJIO0ro U3
YKa3aHHbBIX HOPMATUBHBIX JOKYMEHTOB.

YmeThb OpUMEHSTh mpaBuwia op- | 1. CopoekTupoBarh (CMOIEIMPOBATH) KPYIMHYIO
TaHW3alliu BCEX JTAIOB | OpraHU3aIHNIo, OMPEACTHUTh chepy AesITeTbHOCTH,
paboThl ¢ TOKYMEHTaMH, | periaeMble 3a1auu.

B TOM 4YHCJIe apXuUBHBIMHU | 2. Pa3paboTarh CTpyKTypy OpraHM3aliu M MOKa-

JTOKyMeHTaMu B mpodec- [3aTh Mecto ciyxk0bl JIOY B nmaHHO#l cTpyKType

CHOHAIBHOM JesATENbHO- | (MOJIETH).

CTH; UCTIOJIB30BaTh UX Ha | 3. [IpencTaBuTh CBOIl BapuaHT CTPYKTYpHOU Op-

MEXIUCLHUIUTMHAPHOM ranuzanuu ciyxosl IOV (pazpaboTath CTPYKTY-

YPOBHE; nprooperats | py ciayxost JJOY).

3HaHMs B oOmactu wuc- | 4. Onpenenuts QyHKIUU MOIpa3IesIeHUI CIIyKObI

MoJIb30BaHus npasui op- [ OY.

raHu3aluy Bcex dTanoB | 5. OmnpenenuTh JODKHOCTHON U YHCIEHHBIA CO-

paboThl ¢ NOKyMEHTaMH, | cTaB pabOTHUKOB ciyx0b1 JIOY (mns kaxaoro

B TOM YHCJIC apXHBHBIMU | TOAPA3ICICHHUS).

JIOKyMEHTaMU; 6. OnpenenuTs JIOKalbHbIE HOPMAaTUBHBIE AKTHI,
Ha KOTOPBIX OCHOBBIBAETCS OpPTaHU3aIus PabOTHI
cyx061 JIOVY.

Brnanets MPAKTUYECKHUMHU 3amanue «YdeT KOH(QUACHIHATbHBIX JOKYMEH-

HaBBEIKAMH, CIIOCOOaMU
OIICHUBAHUS 3HAYMMOCTH
Y IIPaKTUYECKON
MIPUTOTHOCTH,
OCHOBHBIMH METOJIaMH
peleHus 3a1a4 B
00J1aCTH UCITOIB30BaAHUS
MIPaBUJI OpTaHU3AIIH
BCEX 3TaIoB pabOTHI €
JIOKyMEHTaMH, B TOM
YHCIIe apXUBHBIMHU
JIOKyMEHTaMHU;

TOBY:

1. OpopMuTs OCHOBHBIE yueTHbIE (POPMBI KOH(DHU-
JEHIIMATBHBIX JIOKYMEHTOB, BCTpEUArOIIMecs Ha
BCEX CTaAUAX KOH(PUIEHIMATBHOTO IOKYMEHTO-
000poTa, U3 CIAEAYIOUIEro CIHUCKa:

1) )xypHan (kapToyka) ydeTa M3JaHHBIX KOH(H-
JCHIIMATBHBIX PACIOPSIUTEIHHBIX TOKYMEHTOB U
MPOTOKOJIOB (10 KaX10MY BUY OT/EIBHO);

2) )KypHaJI y4era W3JaHHBIX KOH(HUICHIMATbHBIX
JIOKYMEHTOB,;

3) peecTp ydera BPEMEHHO MepelaBacMbIX KOH-
buneHIaTbHBIX TOKYMEHTOB,;

4) )xypHaJ y4dera MOCTYNUBIINX KOH(DUIACHIHATb-
HBIX JIOKyMEHTOB;

5) )KypHaJl ydeTa KOHQHUICHIMAIbHBIX TOKYMEH-
TOB BBIJIEJICHHOTO XpaHEHMS;

6) kapTouka yd4era BbIAAYM KOH(PHICHIIUATHHOTO
JIOKyMEHTa (Z1e71a);

7) )KypHall y4eTa KOMHPOBAHHUS KOHQHUICHIHAIb-
HBIX IOKyMEHTOB;

8) mTamm paspemicHus Ha KOMUpOBaHHE KOHQU-
JCHIIMAIbHBIX JOKYMEHTOB;

9) kapTOYKa KOHTPOJIS MCIOJHCHHS KOHMDUICHIIN-

40




CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemblie pe3yibTa-
TBI O0yUYCHHS

OneHouHble CpeCTBa

AIbHOTO JOKYMEHTA.

2. CoctaButh M O(OPMUTH JOKYMEHTHI, COIEP-
*Kaiue KoHQUICHIMATBbHYI0 HUH(pOpMaIHIo, MoJ-
JeKale KOMUPOBaHHUIO, C YKa3aHUEM BCEX HE0O0-
XOJIUMBIX PEKBU3UTOB M OTMETOK, HAHOCHUMBIX Ha
JIOKYMEHT B IMPOIIECCE M3TOTOBJICHUS KOIMWM, W
caMHM S3K3eMIUISIPbl KOMHUHA 3THUX JOKYMEHTOB, C
YKa3aHUEM BCEX HEOOXOIUMBIX PEKBU3UTOB U OT-
METOK.

KondpuneHnuansHbie TOKYMEHTB O(QOPMUTH IS
CJIEIYIOIINX BUOB KOMMPOBAHHUS:

1) M3rOTOBJICHUE AOMOJHUTEIBHBIX K3EMILIIPOB
(TupaxkupoBaHue) KOHPHUACHIUATbHBIX JOKYMEH-
TOB;

2) cHATHE KONU ¢ KOH(HIESHUUATBHBIX IOKY-
MEHTOB;

3) TPOW3BOJCTBO BBITUCOK M3 KOH(MUICHIHAb-
HBIX JOKYMEHTOB.

[1K-26 BrnagenueM HaBbIKaMU O0OpPabOTKH
CUCTEMAaTH3alllH, COCTABIICHUS HOMEHKIIATYPHBI JEJ

JIOKyMEHTOB Ha BCEX 3Tamnax J0OKyMEHTO00O0poTa,

3HaTh

OCHOBHBIE OTIPE/ICICHUS
U ITOHATHUSA, OCHOBHBIC
METO/IbI MCCIICOBAHHH,
OIIPEICTICHUS TIPOIIECCOB
00pabOTKH JOKYMEHTOB
Ha BCEX JTanax J0Ky-
MEHTO000pOTa, CUCTEMa-
THU3alluu, COCTaBJICHUA
HOMEHKJIATYpHI JICIT;

N3yuuts ciaenyronyie HOpMAaTUBHBIE TOKYMEHTBI:
. 3axoH oT 21 urons 1993 r. Ne 5485-1 «O
rOCyJIapCTBEHHOMW TaliHEY;

. Vka3 [Ipesunenra Poccuiickoit denepa-
un ot 11 ¢espainst 2006 r. Ne 90 «O nepeune
CBEJICHN, OTHECEHHBIX K FOCYJapCTBEHHOMN
TalHe»;

. ®enepanbHbli 3ak0oH oT 27 utons 2006 r.
No 152-®P3 «O nepcoHambHbIX JaHHBIX);

o ®denepanbHbIil 3akoH OT 29 utonst 2004 r.
Ne 98-®3 «O xommepuecKoi TaliHe».
PaccMOTpeTh OCHOBHBIE MOHSTHS, UCIOIb3YyEMbIE
B HOPMAaTUBHBIX IOKyMEHTaX; MOJHOMOYHS Opra-
HOB TOCYAApCTBEHHOM BIACTH M JOJKHOCTHBIX
71 B 00JIaCTH OTHECEHMsI CBEJEHUM K rocyiap-
CTBEHHOW TallHE M MX 3alllUThl; [IEPEUEHb CBEJIE-
HUW, COCTABJISIIOIIMX TOCYJIapCTBEHHYIO TalHY;
PEKBU3UTHI HOCUTEJIEH CBEIEHUMN, COCTABIISAIOLINX
rOCy/IapCTBEHHYIO TalHy; MPUHIMUIBI U YCIOBUS
00pabOTKM MEepCOHANBHBIX JIaHHBIX; MpaBa CyOb-
€KTa MEepPCOHANbHBIX JAHHBIX; O0S3aHHOCTH OIle-
paropa npu cOope MEepCOHANbHBIX JAHHBIX; OCO-
OCHHOCTH TIpEeIOCTaBIICHUs WH(OPMAITUH, COCTaB-
JAIOIIEH KOMMEPUYECKYIO TaliHYy.

VYka3aTb NUCBPMEHHO HA3HAYCHHE KaXIOTro W3
YKa3aHHbBIX HOPMaTUBHBIX JOKYMEHTOB

YmMmern

OOBSACHATH (BBISBIATH W
CTPOUTH) TUIUYHBIE MO-

4, Bremumure TCPMHUHBI W OHNPCACIICHUA,
OIMMCBIBAIOINHNEC MMPOLECC BIAJCHHA HAaBBIKaAMU 00-
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CTpyKTypHBII

[Inanupyemblie pe3yibTa-

3JIEMEHT OueHouHbIe CpEeACTBA
TBI O0yUYCHHS

KOMIIETCHITUH
nen  o0pabOTKU JOKY- | pabOTKM JOKYMEHTOB Ha BCEX 3Tamax JIOKYMEH-
MEHTOB Ha BCEX JTamax | Too0opoTa, CHCTEeMaTH3alluHM, COCTaBJIEHUS HO-
JIOKYMEHTOO0OpOTa, CH- | MEHKJIATyphl Jen. JlaTh cpaBHUTEIBHBIN aHAIH3
cTeMaTu3alfi, COCTaB- | MOHSATHH.
JICHUS HOMEHKJIATYpHI | 5. [Ipoananu3upyiiTe HOpPMAaTUBHBIE TPeOO-
Jlel; KOPPEKTHO BbIpa- | BAHMs K OpraHU3allMy Mpollecca BIAJCHUSI HABBI-
)KaTb M apryMEHTHPO- | KaMH 00paOOTKM JOKYMEHTOB Ha BCEX dTamax Jo-
BaHHO 000CHOBBIBATh | KYMEHTOO0OPOTa, CUCTEMATHU3AIMH, COCTABIICHUS
MOJIOKEHUSI ~ 00pabOTKU | HOMEHKJIATYPHI JIe]I.
JOKYMEHTOB Ha  Bcex | 6. [Ipoananu3upyiiTe HOpMAaTUBHBIE TPeOO-
JTamax JOKYMEHTOO0O0O- | BaHMS K OpraHu3alliu IMpolecca BiIaJeHUs] HaBbI-
poTa, cHUCTEeMaTH3aIuy, | KaMd 00pabOTKH JOKYMEHTOB Ha BCEX 3Tarax Jo-
COCTaBIICHUS HOMEHKJIA- [ KyMEHTOOOOpOTa, CUCTEMATH3AI[UH, COCTaBJICHUS
TYpHI €I, HOMEHKJIATYPBI JIE]I.

Bianers MEeTOaMH 00pabOTKH

JIOKYMEHTOB Ha BCEX
JTanax
JIOKYMEHTO000pOTa,
CUCTEeMAaTHU3alIHH,
COCTaBJICHUS
HOMEHKJIATypHI JIeT;
crocob6aMu OIleHUBAHUS
3HaYMMOCTH U
IIPaKTUYECKON
HOPUTOHOCTH 00PabOTKU
JIOKYMEHTOB Ha BCEX
JTanax
JIOKYMEHTOO000pOTAa,
cUcTeMaTH3alllH,
COCTaBIJICHUS
HOMEHKJIaTypHl Jel;
OCHOBHBIMH METOJIAaMH
peleHus 3a1a4 B
obyactu 00paboTKH
JIOKYMEHTOB Ha BCeX
JTamax
JIOKYMEHTO000pOTa,
CHCTEMaTH3aIlHH,
COCTaBJICHUS
HOMEHKJIATYPHI JIell.

3ananue «HomeHnknarypa gem»:

1. CocraButh U O(GOPMUTH HOMEHKIATYpYy KOH-
buaeHIMaTBHBIX J1eT UIsI KOHKPETHOH OpraHu3a-
1.

2. CoctaBUTh U 0OPMUTH CIETYIOIINE JOKYMEH-
Thl M3 CIUCKAa, HEOOXOIUMBIE HAa CTaJuu OPOpM-
JICHHUS W TIOATOTOBKH KOH(HUACHIHATBHBIX JeN K
nepeaaye Ha apXMBHOE XpaHEHHE U MPH MpoBejie-
HUM TPOBEPOK HAIMYHS KOH(OUACHIUATBHBIX eI,
JIOKYMEHTOB M YUETHBIX KYPHAJIOB:

1) cpaBKa-3aMeCTUTEh JOKYMEHTOB JIeJia;

2) 00710’kKa KOH(DUACHIIHATBHOTO JeIa;

3) BHYTPEHHSISI OMKCH IOKYMEHTOB JIeJa;

4) kapToyKka y4era BbIIaull KOH(UACHIHATBLHOTO
Jena;

5) nucT-3aBepuTeIb JeNa;

6) aKkT O BBIZICJICHUU K YHHUUYTOXKEHHIO KOH(UICH-
[UAJIBHBIX JIEJI U IOKYyMEHTOB;

7) aKT 0 poBepKe KOHMUACHIIMATBHBIX T, 710~
KYMEHTOB U YYETHBIX )KYpHAJIOB

JIIK-2 criocoOHOCThIO OpUEHTHPOBATHCS B 3aKOHOJATEILHON M HOPMAaTUBHO-METOINYECKOM
6a3e nH(MOPMALMOHHO-TOKYMEHTAIIMOHHOTO O0ECTIeUeHusl YIPaBICHUs U apXUBHOTO Jena U
CMEXHBIX obJacTeit

3HaTh

3aKOHOJIATENbHYIO u
HOPMATHUBHO-
METOAMYECKYI0 0a3y WH-
(dbopmMaroHHO-
JOKYMEHTAI[HOHHOTO
obecrieueHuss  ympaBlie-

N3yuuTh cienyrone HOpMaTUBHBIE TOKYMEHTHI:
. 3akoH oT 21 mroms 1993 1. Ne 5485-1 «O
rOCyIapCTBEHHOW TAaHEY;

. Vkas3 IIpe3unenra Poccuiickoit @enepa-
un ot 11 despaist 2006 1. Ne 90 «O nepeune
CBEJICHUM, OTHECEHHBIX K TOCYAapCTBEHHOM
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HUS U apXUBHOTO JIeNa;
MPaBOBYIO 0a3zy CMeEx-
HBIX oOmacteil B cdepe
KOH(UICHIINAILHOTO JIe-
JIOTIPOU3BOJICTBA

TalHEY;

. ®enepanbHblil 3akoH oT 27 utoss 2006 r.
No 152-®3 «O nepcoHaIbHBIX JAHHBIX;

. ®denepanbHblil 3akoH OT 29 utons 2004 r.
No 98-D3 «O koMMepUeCcKoil TaliHe».
PaccMoOTpeTh OCHOBHBIE MOHATHS, UCIOJIb3yEMbIE
B HOPMaTUBHBIX JIOKYMEHTaX; IMOJHOMOYHUS Opra-
HOB TOCYAApCTBEHHOM BJIACTU U JOJKHOCTHBIX
JUIl B 00J1aCTH OTHECEHMSI CBEJCHUW K rocyaap-
CTBEHHOM TalHE M WX 3allUTHI; [IEPEYEHb CBEIE-
HUW, COCTABJISIIOLIMX TOCYJIapCTBEHHYIO TalHY;
PEKBU3UTHI HOCUTEJIEH CBEJICHHUH, COCTABIISIIOIINX
rOCyJapCTBEHHYIO TaliHy; MPUHLMUIIBI U YCIOBUS
00paboOTKM NEPCOHAIBHBIX JAHHBIX; IIpaBa CyOb-
€KTa TIEPCOHAJBHBIX JAHHBIX; OOS3aHHOCTHU OIle-
paTopa mpu cOope MEepCOHAIBHBIX JaHHBIX; OCO-
OCHHOCTH TIpeIOCTaBlIeHUs MH(OPMAIIUHU, COCTaB-
JSOIIEH KOMMEPUYECKYIO TalHY.

Vka3arh NIHCEMEHHO Ha3HAUCHHUE KaKIOTO U3
YKa3aHHBIX HOPMAaTUBHBIX JOKYMEHTOB

YmeTh

IPUMEHSTh M OIEPHPO-
BaTh 3aKOHOJATCIBHON U
HOPMAaTHUBHO-

METOAUYECKOI 0a30li J0-
KyMEHTAI[MOHHOTO o00ec-
MEYCHUS YIPABICHUS U
aApXUBHOTO JIeNa, a TaKKe
CMEXHBIX oOylacTei B
chepe KoH(pUIEHIIUATH-
HOTO JISJIONPOU3BOJICTBA

1. CrnpoexkTupoBaTh (CMOAETUPOBATH) KPYIHYIO
OpraHu3aIIo, ONPEACUTh chepy ACSITEIbHOCTH,
periaemMsble 3aa4H.

2. PazpaboTtaTh CTPYKTYpy OpTraHH3aIlid H IOKa-
3aTb MecTo cinyx0b1 JIOY B gaHHOW CTpPyKType
(Mozens).

3. [IpencraBuTh CBOM BapuaHT CTPYKTYpPHOUH Op-
ranuzanuu ciyxosl JIOY (pazpabotare CTPyKTY-
py cayx0b1 JJOY).

4. Onpenenuth GYHKIUH MOAPA3ICTCHUNA CITYXKObI
JOV.

5. OnpenenuTh TOJKHOCTHOM M YUCIEHHBIA CO-
ctaB paboTHUKOB ciyxO0el JIOY (st kaxmoro
Mo/Apa3ieyCHus ).

6. OnpeaennuTs JOKaJIbHbIE HOPMATHUBHBIE aKThI,
Ha KOTOPBIX OCHOBBIBAETCSI OPTaHU3AIIHS PAOOTHI
cyx6sn1 JIOY.

Bnanets

criocobaMu  OIICHUBAHUS
3HAYMMOCTH M TIPaKTHIEe-
CKOW TPHUTOJHOCTH HC-
MMOJIL30BaHUs  3aKOHO/Ia-
TEJILHOW ¥ HOPMATHUBHO-
METOAUYECKON 6asoii
UH(POPMALMOHHO-
JIOKYMEHTAITMOHHOTO
o0ecrieyeHus  ympasiie-
HUS W apXHWBHOTO JeJia U
CMEXHBIX o0o0OJlacTe B
chepe KoH(pHACHIHATID-

Ilpumepnwie éonpocwl K 3auemy

1. [TonsiTne KOH(DUASHIMATILHOTO JEIOPO-
W3BO/JICTBA.

2. [Tpu3Haku KOH(DHUISHIMAILHOTO JAEIOPO-
W3BO/JICTBA.

3. CooTHolieHrne KoHGUACHIIUAIBLHOTO U OT-
KPBITOTO JICTIOTPOU3BOJICTBA.

4, Ob6menocrymHast nHGopmanus u HHPOP-
MaIusi OrpaHUYEHHOTO JJOCTYTIA.

5. CooTtHomrenrne nHGOpMaIUKA OTpaHUYCH-
HOT'O JOCTYyIIa C TOCY1apCTBEHHON TallHOM.

6. Knaccudukanms cBegeHnii KoHGOUIESHIIN-
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HOT'O ACJIOIIPOU3BOACTBA

JIBHOTO XapaKTepa M0 OCHOBAHUSAM, IIPEyCMOT-
PEHHBIM JAEHCTBYIOLIUM 3aKOHO1aTEIbCTBOM.

7. CBenieHus, COCTaBIISIONINE CITYKEOHYIO
TalHY.
8. [Topsimox oOpallieHus ¢ TOKyMEHTaMH, CO-

JEpKaIIMMH CTY)eOHYI0 HH(OPMAIIHUIO OTpaHU-
YEHHOT'O PAaCIPOCTPAHCHHUSI.

9. CBeneHus1, KOTOPBIE HE MOTYT OTHOCUTBHCS
K ciryskeOHoM TaitHe. ['pud «/lns cmyxe6HOTO
MIOJIb30BAHHUS.

10. CBeneHus1, COCTABIISIIOIINE KOMMEPUECKYIO
TaiHY.

11. Meponpusitusi, HalrpaBJIEHHbIE HA 3aLTUTY
KOMMEPYECKOU TAHBI.

12. [TepconasibHBIC JaHHBIC (CBEICHUS O
rpaxaanax). CocTaB mepCOHAIbHBIX JaHHBIX.

13. Knaccugukanus mepcoHambHBIX TaHHBIX.
14, [Tonyuenue u 06paboTKa MePCOHATBHBIX

naHHbIX. OCHOBHBIC TpeOOBaHUS Mpu 00paboTKe
NepPCOHATIBHBIX TaHHBIX.
15. Ilepenava nepcoHanbHbIX JaHHBIX. Omnpe-
JiefieHHe Kpyra JIMIl, UMEIOIUX MPaBo JI0CTyIa K
NEPCOHATBHBIM JIAHHBIM.

16.  Csenenus, cocTaBisONIUE TalHY Cle-
CTBHSI U CYZOIIPON3BOJICTBA.
17. CBezieHus, CBsI3aHHbIE € TPO(ECCHOHATb-

HOM JIesTeIbHOCTBIO (BpaueOHas, HoTapuaJibHasl,
a/IBOKaTCKas TaifHa, TailHa nepenucku, TenedoH-
HBIX IIEPETOBOPOB, MMOYTOBBIX OTIIPABIICHHM, TEJIe-
rpadHbIX WIK UHBIX COOOLICHUH).

18. CBesieHHs O CYIIHOCTU U300pETEHUS, TTO-
JIe3HON MOJIeNTH MJTH MTPOMBILIIEHHOT0 00pa3ua a0
opuIMaTbHON MyOIuKaluyU HHGOPMALIUY O HUX.

19.  BapuaHThl CTpYKTYpHOH OpraHu3aiuu
KOH(PHICHIIMAIBHOTO JIEJIOMPOU3BOJICTBA.
20. 3agauu ¥ QyHKIMH, IpaBa U OTBETCTBEH-

HOCTB CITYObI KOH(PHICHITHAITBHOTO JISJIOTPOH3-
BOJICTBA.

21. JlokaJlbHbIC HOPMATHBHBIE AKThI, yCTaHAB-
JTUBAIOIINE MOPSIIOK PabOTHI C KOH(PHUICHIIUATb-
HBIMH JTOKyMEHTaMHU.

22. Pexum coxpaHHOCTH KOH(UIEHITHATBEHBIX
JIOKYMEHTOB.

23. Haznauenue u BUbI yueTa KOH(PUICHIIH-
AITBHBIX IOKYMEHTOR.

24. VYyer HocuTeneit KOHPUACHIINATHHON UH-
dbopmaruu.
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JIIK-6 criocoOHOCTHIO OpraHU30BaTh paboOTy ¢ JOKYMEHTaMH, COiepKallliMu HH(POPMALIUIO

OIpaHUYCHHOI'0 JOCTYyIIa

3HaTh obmenpodeccuoHaIbHbIC
TEOPETUYECKHE U METO-
JIMYECKUE OCHOBBHI pabo-
Thl C JIOKyMEHTaMH, CO-
JIepKamuMu  “HpopMa-
[IUI0 OTPAHHYEHHOTO J0-
cTyna

Tecmot 013 camonposepku:

1. Kakoil JOKYMEHT OIpe/elisieT nepeueHb
CBEICHHM, COCTaBIAIOIIMX TOCYIapCTBEHHYIO
Tainy?

a) [locranosnenne IlpaBurenscTtBa PO ot
11.02.2008 Ne 138 «O mepeuHe CBeJIEHU, OTHE-
CEHHBIX K TOCYapCTBEHHOU TaliHEe»;

0) Yka3 IIpesunenta PO ot 30.11.1995 Ne
1203 «OO0 yTBepkKIEeHUU NEpeyHs CBEIEHUH, OT-
HECEHHBIX K TOCYIapCTBEHHON TallHEeY;

B) [locranosnenue IlpaBurensctBa PO ot
23.11.1996 Ne 18 «O06 yTBepKIEHUH NEPEUHS
CBEIICHHUM, COCTABISIOIIUX TOCYIapCTBEHHYIO
TalHYy»;

r) Yka3 [Ipesugenra PO ot 11.02.2006 Ne
90 «O mnepeuyHe CBEIEHMI, OTHECEHHBIX K IOCY-
JAPCTBEHHOM TaliHe».

2. Kakue cBeleHusl COCTaBISAIOT rocyaap-
CTBEHHYIO TaliHYy?

a) CBeICHMsI B 00J1aCTH SKOHOMHUKH, HayKU
U TEXHUKH;

0) cBeleHMsI B BOGHHOM 00J1acTH;

B) CBEIEHHUS B 00JIACTM BHYTPUIKOHOMHU-
YECKOM JIeTEIIbHOCTH FOCYAapCTBa;

I) CBeleHUS B 00JacTU pa3Be]bIBATEllb-
HOW, KOHTPpPAa3BEIbIBATEIIbHON M OINEpPaTUBHO-
PO3BICKHOM AESTEIBbHOCTH;

1) CBelIeHMsI B o0acTu Hayku, uU3o0pere-
HU 1 10JIe3HBIX 00Pa310B TEXHUKHY;

€) CBeJIeHUsI B 00OJACTH BHEIIHEW MOJUTHU-
KH 1 SKOHOMUKH;

3. Kak ®enepanbHbiil 3ak0H ot 27.07.2006
Ne 149-03 «O6 nndpopmanuu, HHPOPMAIMOHHBIX
TEXHOJIOTHSIX U O 3alluTe WH(pOopManumn» ornpene-
JSeT TIOHATHE «KOH(UACHIIUATHLHOCTh HH(pOpMa-
aumn»?

a) o0s13aTenbHOE Ui COOMIOICHUs omepa-
TOPOM WJIM MHBIM JIULIOM, MOJIYYHUBIIUM JIOCTYII K
uHpopManuu, TpeboBaHUE HE JOMYyCKaTh €€ pac-
IpOCTpaHeHus 0e3 coryacusi cyObeKTa Uin Hallu-
YKl THOI'O 3aKOHHOT'O OCHOBAHMS;

0) O3HAKOMJICHHE OMPEICICHHBIX JHI] C
KOH(pHISHIIMATBHON HH(OpMaIel, TOJIBKO ¢ Co-
rinacus ee obOyajgaTens WM Ha WHOM 3aKOHHOM
OCHOBAHMHU TIPU YCIIOBUHM COXPaHEHUsS! KOH(DUICH-
UAIBHOCTH 3TOM HH(pOpMaLnu;

B) NIPaBOBBIC, OpPraHU3AILMOHHbBIC, TEXHU-
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Yyeckue U MHbIe IMpUHUMaeMble oOjajaTeneM WH-
dbopMaIuu MephI 1o ee OXpaHe;

) 00s13aTeNIbHOE /IJIS1 BBIMIOJIHEHHUS! JIULIOM,
MOJIYYHMBILIUM JIOCTYII K OIpeeeHHoW nH(popma-
Uy, TpeboBaHME HE IMepeaaBaTh TaKyl UH(Op-
MaIMIO TPEThUM JIMIAM 0Oe3 cornacusi ee obnaaa-
Tesl.

4. Kakoil JIOKYMEHT OIpENeNsieT BUJIbI
KoH(puaeHIMaIbHON nHpOopMauu?

a) Ilocranosnenue I[lpaButenscrea PO ot
11.02.1997 Ne 118 «OO0 yTBepkIEHUU BUJIOB
KOH(HICHIIMATHHON HHDOpMAINY;

0) Yka3 IIpesunenta PO ot 06.03.1997 Ne
188 «OO0 yrBepxknenun [lepeuns cBeneHu KOH-
(buIeHIIMATBEHOTO XapaKTepay;

B) [loctanosnenue IlpaBurensctBa PO ot
11.02.2006 «O0 yrtBepxknenuu Ilepeuns caene-
HUN KOHPHUACHIUATIBHOTO XapaKTepay;

r) Yka3 [Ipesunenra P® ot 23.11.2006 «O
BUJaX HHpOpMAIMK KOHPUACHIIMATBLHOTO Xapak-
TEpay.

5. Kakas cocraBnsmomas oTinyaeT KoHpU-
JEHIMAJIbHOE JIEJIONPOU3BOJCTBO OT OTKPBITOIO
JIeJONPOU3BOICTBA?

a) 3aIUTa CojepKaiencs B KOHPUICHIN-
ANBbHBIX IOKYMEHTaX HHPOpMAIIIH;

0) ITOKyMEHTHPOBaHHE KOH(MUIECHIIUATb-
HOW MH(pOpMaLUY;

B) OopraHm3aius paboTbhl ¢ KOHQPHUIEHIU-
ATbHBIMU JTOKYMEHTaMH,

I) perucrpanus KOH(QUICHIHAIbHBIX J0-
KYMEHTOB.

6. Kakue HOpMaTuBHBIE TOKYMEHTHI yCTa-
HaBJIMBAIOT €MHBII MOPSIOK co3aaHus1, 00padoT-
KW, XpaHEHHs U UCTIOJIh30BaHUSI KOH(MUICHIINAb-
HBIX JIOKYMEHTOB B OpraHU3aIiu’?

a) CMUCOK  pabOOTHUKOB  OpraHU3aIlNH,
UMEIOIINX MPaBO JOCTYyMa K KOH(PHUIASHIIUATHHBIM
JOKYMEHTaM;

0) mnepeyeHb HEPEruCTPUPYEMBIX JOKY-
MEHTOB;

B) MHCTPYKIIUS O MOpsiAKe pabOThl ¢ KOH-
(bUICHIMATEHBIMEA JJOKYMEHTAMHU;

I) MEepedYeHb JOKYMEHTOB, COJEpIKaIlIuX
nHpopmaIro KOHPUIESHITUATHFHOTO XapaKkTepa;

1) MHCTPYKIIUS IO JAETIONPOU3BOJICTBY;

€) mepedeHb BUIOB WH(OpMaInuu KoH(U-
JEHITMAIEHOTO XapaKTepa;

K) TIepedyeHb YHUDUIMPOBAHHBIX (HOpM
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KOH(MUICHIMATBHBIX JOKYMEHTOB.

7. B COOTBETCTBUM C KAKHMH CHELUAAIb-
HBIMH JOKYMEHTaMH AEHCTBYyeT ciyx0a KoH(pU-
JIEHIIUATILHOTO JEJIONPOU3BOACTBA?

a) TMOJIOKEHHE O CITYX)0e KOH(PUIEHITUATb-
HOTO JIeJI0IIPOU3BO/ICTBA;

0) MHCTPYKIHSA O MOPSAKE pabOThl ¢ KOH-
bueHIaTEHBIMU IOKYMEHTAMU;

B) JOJDKHOCTHBIE HHCTPYKIMH pPaOOTHH-
KOB;

') MpaBuja BHYTPEHHETO TPYAOBOTO pac-
HOpsIKa.

8. 'me HOMmKHBI XpaHUTHCS 3aMacHbIE K-
3eMILISIPBI KIIFOUEH OT TIOMENICHHWH KOH(UICHIIH-
ANbHOTO JIETOMPOU3BOJICTBA, PACIHAIIHBIX METall-
JUYECKHUX PElIeTOK Ha OKHAaX, ceiidoB u mkados?

a) B KaOMHETe y pyKOBOJUTEINS OpraHu3a-
1IUH;

0) B oreyaTaHHBIX HOMEPHOW MeYaThIO Ie-
Halax WM KOHBEPTaX Mojpa3jeieHusi KoHpuU-
JICHIIMAJIbHOTO JIeJIONPOU3BOJICTBA WM B CIIy:K0e
0€301acHOCTH.

B) B ON€YaTaHHbIX ME€HaJaX WM KOHBEpPTaxX
Ha BaxTe;

T) B celide B Oyxraiarepuu.

9. Kak odopmisiercs paspelieHue Ha J10-
CTYI K MOCTYNUBIINM WU U3AaHHBIM KOH(HICH-
[IUATBHBIM IOKyMEHTaM?

a) Ha OOOpPOTHOW CTOpOHE TOKYMEHTa B
BUJIE IITAMIIA;

0) B BHJIE «OTMETKH O JOCTyNE K JOKY-
MEHTY»;

B) B BUJle «TpHua CoriacoBaHusm»;

T) B hopMe Pe30IIOINH Ha JIOKYMEHTE.

VYmMmern

OCYIIIECTBIISATh U OPTaHH-
30BBIBaTh  paboTy Ha
poeCCHOHATHPHOM
YpOBHE C JOKYMEHTaMH,
comepxamumMu  UHHOP-
MaIUi0  OTPaHUYCHHOTO
JIOCTYyTIa

[IncbMEHHO OTBETUTH Ha CJEAYIOIIHE BOIPOCHI,
yKa3aB HAMMEHOBAaHUE HOPMATHUBHOTO IOKYMEHTA,
TOYHYIO (OPMYIJIMPOBKY, MOATBEPIKAAIOLIYIO BBI-
CKa3bIBaHNE, HOMEP IIYHKTa U HOMEp CTaThU:

. PaccmarpuBaercst n 4enoBek B KayecTBE
HOCHUTENISI CBEIEHUH, COCTABIIAIOIIUX TOCyAap-
CTBEHHYIO TaliHy?

. Kakoli MakcUMaJIbHBIM CPOK pacceKpedu-
BaHUs CBEJCHUMN, COCTABIIAIOIIMX TOCYAAPCTBEH-
HYIO TaliHy?

. Kak yacTto HeoOXxoaumo mepecMaTpHUBaTh
[IEPEYHH CBEJICHMM, IOUICKAUX 3aCEKPEYUBa-
HUIO?

. KTo HajeneH nmpaBoMm NIpOJUIEHUs NEPBO-
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CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemblie pe3yibTa-
TBI O0yUYCHHS

OneHouHble CpeCTBa

HAYaJIbHO YCTAHOBJICHHBIX CPOKOB 3aCeKpeyuBa-
HUSI HOCUTEJIEW CBEICHUH, COCTaBIISIIOLIUX TOCY-
JTApCTBEHHYIO TaliHY?

. B kakux ciay4asx HOCHUTENH CBEIECHUH, CO-
CTaBJSIIOIIMX TOCYJApPCTBEHHYIO TalHy, MOTYT
OBITh PACCEKPEUEHBI JJO UCTEUEHUSI CPOKOB UX 3a-
CEeKpeurBaHUs?

. Ha kakue oTHOIIEHUSI HE paclpoCTpaHseT-
ca paercrteue denepanbHOoro 3akoHa «O mepco-
HAJBHBIX JaHHBIX)?

. Ha ocHOBe KakuX MPHUHIMIIOB OCYIIECTB-
asieTcs 00paboTKa MePCOHANBHBIX TaHHBIX?

. B kakux ciydasx cBeIeHHS O CYObEKTe
NEPCOHANBHBIX JAHHBIX MOTYT OBITH B JI000€
BpEMsI HCKJIFOUEHBI U3 OOIEOCTYIMHBIX UCTOUYHU-
KOB MEPCOHAIBHBIX JTaHHBIX?

. Yro nmpeanonararoT AEMCTBUS 1O 00€3/1H-
YHBAHUIO TIEPCOHANBHBIX JaHHBIX?

. Krto sBnsercst oOianareneM nHGOpMAaIuy,
COCTAaBJISIIOLLEH KOMMEPYECKYIO TaliHy?

. B kakux cimy4asx u KoMy, 00J1agaTenb HH-
dopmanuu, coCTaBISIOMEH KOMMEpPYECKYIO Taii-
HY, 00513aH npeaocTaBuTh 3Ty HHPopmanuio? Kak
3TO JIOJIKHO OBITh 0POpPMIIEHO?

B kakux cnydasx uHpopMainus, COCTaBJSIOIIast
KOMMEpUYECKYI0 TaiiHy, o0iagaTeneM KOTOpoil sB-
JSIeTCsl APYroe JIMLO, CUUTACTCS TOJTy4YEeHHOW He-
3aKOHHO?

Bnanets

HABBIKAMU IO OCYIIECTB-
JICHUIO W OpTaHU3aIHU
paboTel Ha mpodeccuo-
HAJILHOM YpPOBHE C JI0-
KyMEHTaMH,  CoJepKa-
ITUMHA nHpopmaIuio
OTPaHHYEHHOTO JIOCTYIa

Ilpumepnwie 6onpocwi k 3auemy

1. [TonsiTrie KOH(UAESHIINAIBHOTO 1EI0IPO-
W3BOJICTBA.

2. [Tpu3Haky KOHGUIAEHIIMATIBLHOTO JEI0IPO-
M3BOJICTBA.

3. CooTHo1ieHrne KOHGUACHIIUAIBLHOTO U OT-
KPBITOT'O IE€JIONPOU3BO/ICTBA.

4, Ob6menoctymnHast nHGopManus 1 HHPOP-
Mauys OrpaHUYEHHOTO JOCTYTIA.

5. CooTHomuieHne nHGOpMaIU OTpaHUYEH-
HOT'O JOCTYyIIa C TOCYIapCTBEHHON TalHOM.

6. Knaccudukamnms cBeaeHnii KoHGOUIEHIIN-
aJIIBbHOIO XapakTepa 110 OCHOBaHUSM, IIPEAYCMOT-
PEHHBIM JAEHCTBYIOLINM 3aKOHO/1aTEIbCTBOM.

7. CBenieHus1, COCTABIISIOIINE CITYKEOHYIO
TaiiHy.
8. [Topsimox oOpaleHus ¢ TOKyMEHTaMH, CO-

JIepKaIUMH CITY>KeOHYI0 HHPOPMAIIUIO OTpaHH-
YEHHOT'O PACIPOCTPAHEHHUS.

9. CBezieHUsI, KOTOPBIE HE MOTYT OTHOCHTBCS
K ciy:keOHoit Taitne. ['pud «Jlist ciyxeOHOTO
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CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemblie pe3yibTa-
TBI O0yUYCHHS

OneHouHble CpeCTBa

MOJIb30BAHUS.
10. CBeneHus1, COCTaBISAIONINE KOMMEPUECKYIO
TaiHy.

11. MeponpusATysi, HalpaBJICHHBIE HAa 3aLIUTY
KOMMEPYECKOU TailHBI.

12. IlepconanbHbIE 1aHHBIE (CBEACHUS O
rpaxaanax). CocTaB NepCOHANBHBIX JAHHbIX.

13. Knaccugukanus nepcoHaqbHbIX TaHHBIX.
14. [Tonyyenue u oO6paboTKa MEpCOHATBHBIX

naHHbBIX. OCHOBHBIC TpeOOBaHUS MpU 00padboTKe
NEepPCOHAIBHBIX JIaHHBIX.
15. Ilepenava nepcoHanbHbIX TaHHBIX. Omnpe-
JIeTICHNE KpyTa JIML, UMEIOIUX IIPaBo J0CTyIa K
NEPCOHATIBHBIM JTAHHBIM.

16.  CeneHwusi, COCTaBISIONIUE TAHHY CIIC-
CTBHS M CYJOIIPOM3BOICTRA.
17. CBeneHusi, CBSI3aHHBIC ¢ TPO(ECCHOHAITB-

HOM JeATeNbHOCThIO (BpaueOHast, HoTapuajibHas,
a/IBOKaTCKas TaifHa, TaifHa EPEnUCKH, TeredoH-
HBIX [1€PETOBOPOB, TOUTOBBIX OTIIPABICHUMH, Tele-
rpadHBIX WIK UHBIX COOOIICHUIA).

18. CBezieHUs O CYLITHOCTH U300peTeHus, 1o-
JIE3HOM MOJIETN WM TIPOMBIIIJIEHHOTO 00pasia 10
odunnanbHOM MyOnUKauyu HHPOPMALIUU O HUX.

19. BapunaHTBI CTpyKTYpHOM OpraHu3anuu
KOH(HIEHIIMATIBHOTO I€TONPOU3BOJICTBA.
20. 3anaun U QyHKIMHU, IpaBa U OTBETCTBEH-

HOCTb CITyObI KOH(UACHIUAILHOTO AETIOMPOU3-
BOJICTBA.

21.  JlokanpHble HOPMAaTUBHBIE AKThI, yCTaHAB-
JTUBAOIINE MOPSAIOK PabOTHI ¢ KOH(PHUACHITHAIb-
HBIMHU JIOKyMEHTaMH.

22. Pexum coxpanHOCTH KOH(UICHIIMATBHBIX
JTIOKYMEHTOB.

23. Haznauenue u BubI yueta KOHQUACHIIH-
QJIBHBIX JIOKYMEHTOB.

24. VYyet HOCUTENEH KOH(DHUICHIIMATIEHON UH-
dopmanuu.

Ilepeuenv mem u 3a0anuii 014 NOO2OMOGKU K 3auemy:
23. Tlonsmue KOHpUOEHYUATLHO20 0eTONPOUIBO0CMEA.
24. [lpusHaku KOHDUOEHYUATbHO20 0eONPOU3B00CMEA.
25. Coomnowenue KOHGUOEHYUAILHO20 U OMKPBINO20 OeNONPOU3B00CMEA.
26. Obwedocmynnas ungopmayus u uHGHOpMaYUs 02PaAHULeHHO20 OOCMYNA.
27. CoomHowieHue uH@opmayuu O02paHudeHHo20 O0CMYna ¢ 20Cy0apCmeeHHOU

manuHou.

28. Knaccugpuxayus ceedenutl KOHQDUOEHYUANbHO2O Xapakmepa Nno OCHOBAHUSM,
nPeoyCMOmpeHHbIM 0eUCm8yIouUM 3aKOHOOAMeNbCMBOM.
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29. Cseoenus, cocmasnsarowue Cayrceonyio maimy.

30. Ilopsodok obpawenus ¢ 0OKyMeHmMamu, COOEPAHCAWUMU CTLYIHCEOHYIO UHPOPMAYUIO
02PAHUYEHHO20 PACHPOCMPAHEHUSI.

31. Ceeoenus, komopwvie He MOZYm OMHOCUMbCA K CaAyxceOnou matne. I pug «/ns
CIYHCEOHO20 NONb30BAHUSLY.

32. Ceeoenus, cocmasnaowue rommepueckyro mainy. I[pug «Kommepueckas
MaiHay.

33. Meponpusamus, nanpaeieHuvle HA 3aUUMY KOMMEPUECKOU MALHbL.

34. Ilepconanvuvie Oannvle (céedenusi o epadicoanax). Cocmas nepcoHaANbHbIX
OAaHHUIX.

35. Knaccugpurayus nepconanrbHbix OAHHbIX.

36. Illonyuenue u obpabomka nepconanbhvix OaumHvlx. OCHOBHblIE Mpebosanus npu
00pabomie nepCcoHAIbHbLIX OAHHBIX.

37. Ilepeoaua nepconanvhuvix Oanuwix. OnpedeiieHue Kpyea auy, UMEOWUX NPABO
docmyna K nepcoHANbHbIM OAHHBIM.

38. Ceeodenus, cocmasnaowue matiny cre0Cmsus u Cyoonpou3so0cmed.

39. Cseoenus, ceazanmvie ¢ NpopeccuonanvHol OesmenbHocmvio (8pauedbHas,
HOMApUAIbHas, A0B0OKAMCKAS MAlHA, MAUHA NEPenucKy, meie@oOHHbIX Nepec08opPos,
NOYMOBLIX OMNPABIEHUL, MeNeSPAPHBIX ULU UHBIX COOOUEeHUL).

40. Ceedenust o cywHocmu uzobpemenuss, NOAE3HOU MOOEIU UIAU NPOMBIULIEHHO2O
obpasya 00 ohuyuanrbHol nYyoIUKAYUU UHDOPMAYUU O HUX.

41. Bapuanmul cmpyKmypHOU 0Op2anu3ayuu KOHGUOEHYUATbHO20 0eIONPOU3800CMEd.

42. 3a0auu u @yHxkyuu, npasa u omeemcmeeHHOCMyb CIyHCObl KOHDUOEHYUATbHO2O
denonpouzeoocmaa.

43. JlokanvHbie HOpMaAmueHble aKmvl, YCMAHAGIUBAIOWUE NOPAOOK pabomvl ¢
KOH@UOEHYUAIbHLIMU OOKYMEHMAMU.

44. Pesicum coxpaHnocmu KOH@DUOEHYUATbHBIX OOKYMEHMO8.

45. Omeemcmeennocms 3a paszeiauerue c8e0eHull KOHQUOeHYUANbHO20 Xapakmepa.

0) Ilopsinox mpoBeaeHUs] MPOMEKYTOYHOH ATTeCTAMM, N0KA3ATEJM U KPUTEPHHU
OLICHMBAHMSA:

[TpomexyrouHas arrectanus no aucuuiuinHe «KoHuaeHIMaIbHOE AeI0NpPOU3BOI-
CTBO» BKJIIOUAET TEOPETHUECKUE BOIPOCHI, MO3BOJISIOIME OLEHUTh YPOBEHb YCBOEHUS 00Y-
YaOMMMHCS 3HAHUM, U MPaKTUUECKUE 3a/laHusl, BBISBIISIIOLINE CTETIEHb COPMUPOBAHHOCTU
YMEHUH U BIaJIeHUH, IPOBOJAUTCA B (popMe 3ayeTa ¢ OLIEHKOM. 3a4eT Mo JJaHHON AUCIUIINHE
MIPOBOAMTCS B YCTHOM (opMe B popMe KOJIJIOKBUYMa 10 BOIIPOCAM.

Kpumepuu oyenxu (6 coomeemcmeuu ¢ gpopmupyemvimu KOMREMeHYuamu U naanupye-
MbLMU pe3yibmamamu 00yyeHus):

[Ipu cnave 3auema ¢ oyenxoti OOyYAIOUIUIICS NOJDKEH TOKa3aTh CHOPMUPOBAHHOCTH
CIEAYIOIMX KOMIETECHIINM:

CIIOCOOHOCTH HCIIOIH30BATh TEOPETUUECKUE 3HAHUS M METOJbI UCCIIEeIOBAaHUS HA TIPaK-
THKE;

BJIQ/ICHUE TCHACHIIUAMHU Pa3BUTHUSI HHPOPMAITMOHHO-TOKYMEHTAIIMOHHOTO 00eCTIeueHHs
YIIPaBJICHUS U ApXUBHOTO JIEJIa;

CIIOCOOHOCTH BBISBIIATH M OTOMPATh JTOKYMEHTHI JIJIsl PA3HBIX THIOB U BUIOB MyOJIHKa-
LM

BJIQJICHUE METOJJaMH 3aIUTH HHPOPMAIIHH;

CIIOCOOHOCTH HMCIOJIBb30BaTh MPaBUJIa OPraHU3aIMN BCEX 3TANOB pabOThI ¢ JOKYMEHTa-
MU, B TOM YHCJIE apXUBHBIMHU JTOKYMEHTAMH,

BJIaJICHUE HaBBIKaMH OOpabOTKHM JOKYMEHTOB Ha BCEX ATamax JOKYMEHTO00O0poTa, CH-
CTeMaTH3aIH, COCTABIICHUS HOMEHKIIATYPHI JIET,
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CHOCOOHOCTh OPUEHTHUPOBATHCS B 3aKOHOIATEIILHOW W HOPMATHBHO-METOIMUECKOM Oa3e
UHGOPMAIIMOHHO-IOKYMEHTAIIMOHHOTO 00ECIICUEeHUsT YIpPaBACHHS W apXUBHOIO Jeja H
CMEKHBIX 00JIaCTEeHi;

CIOCOOHOCTh OPraHM30BaTh PabOTy ¢ JAOKYMEHTaMH, COACPKAIIMMH HH(POPMAIIHIO
OTPaHUYCHHOTO J0CTYIIA,;

— Ha OICHKY «OTJHYHO» (5 0amioB) — 00y4YaronIuiicsi AEMOHCTPUPYET BBICOKHI ypo-
BEeHb C(HOPMUPOBAHHOCTH KOMIIETECHIIMH, BJa/leeT KaTeropHajJbHBIM allaparoM, YMETh €ro
UCIIOJIb30BaTh B COOTBETCTBYIOIIEM KOHTEKCTE; YMETh NMPOKOMMEHTHPOBAThH OIpEeICHuE,
MOSICHUTD, IPUBECTH MPUMEPHI, MILTIOCTPUPYIOIINE OTAEIbHBIC MonoxeHus. CTyIeHT u3jara-
eT UH(OPMAIMIO JIOTHYHO, TOCJIEJOBATEIBHO, apIYMEHTHPYSl U KOMMEHTHPYS IMOJIOKEHHUS,
UCIOJIB3YET PACCYKIAONINI CTUJIb, BBICKA3bIBAET CBOIO MO3UIUIO, (DOPMYIUPYET BHIBOJBI B
KOHIIE BOTIPOCOB.

— Ha OLICHKY «Xopouio» (4 6anna) — oOyJaromuics AeMOHCTPUPYET CPEAHHUI YPOBEHb
c(OPMHPOBAHHOCTH KOMITETCHIIUI: OCHOBHBIC 3HAHUS, YMEHHUS OCBOCHBI, HO JOMYCKAIOTCS
HE3HAYUTENbHbIE OINOKH, HETOYHOCTH, 3aTPYAHCHUS MPU aHAJTUTHUECKUX OTepaIusix, mepe-
HOCE 3HAHWW U YMEHUU Ha HOBBIE, HECTAHJAPTHBIC CUTYallUH.

— Ha OLIEHKY «Y/10BJIETBOPUTEJIbHO» (3 Oaia) — o0yJaroluiicss AeMOHCTPUPYET OPO-
TOBBI YPOBEHb C(HOPMHPOBAHHOCTH KOMIIETEHIIUI: B X0/1€ KOHTPOJIBHBIX MEPOIPHUITUH J10-
MyCKAIOTCS OLIMOKH, MPOSBISETCS OTCYTCTBHE OTACNIbHBIX 3HAHWM, YMEHHI, HABBIKOB, 00Y-
YAFOIIUICS MCIIBITHIBACT 3HAYUTEIbHBIC 3aTPYIHECHUS MIPH ONIEPUPOBAHUN 3HAHUSIMH H yMe-
HUSIMU TIPU UX [IEPEHOCE Ha HOBBIE CUTYALIUU.

— Ha OLICHKY «HEeYJ0BJIETBOPHUTEJbHO» (2 Oamia) — o0ydyaromuiicss AeMOHCTPUPYET
3HaHusa He Oonee 20% TeopeTH4ecKoro mMarepuala, JOIYCKaeT CYIIEeCTBEHHbIE OIIUOKU, HE
MOYKET MOKa3aTh WHTEIUICKTYaJbHbIE HABBIKM PEIICHHUS TPOCTHIX 3a/1a4.

— Ha OLICHKY «HeyI0BJIeTBOPHTeabHO» (1 6am1) — oOyuaromuiicss He MOXET M0Ka3aTh
3HAaHUS HAa YPOBHE BOCIPOW3BENICHHS M OOBSACHEHHsS MH(OpMAIMK, HE MOXKET TOKa3aTh WH-
TeJUIEKTyallbHbIE HaBBIKH PEIIeHHUsI MPOCTHIX 3a7au.

8 YueOHo-MeTOAMYEeCKOE U HHPOPMAITHOHHOE o0ecTieyeHre TUCHUILTHHBI (MOTYJIs1)

a) OcHoBHasi IMTEpPaTYpA:

Anoxuna C. A. KypcoBas paboTa o JOKyMEHTOBEJICHHIO, apXUBOBEJICHUIO, OpraHu3a-
[IUU U TEXHOJOTUH JOKYMEHTAIIMOHHOTO 00ecredeHusl yrpaBieHus [ DNeKTpOHHbBIN pecypc] :
yaeOHo-meTonuueckoe mocooue / C. A. Anoxuna, A. K. Maxkapora, 1. B. Camapokona ;
MI'TY. - Maraurtoropck: MI'TY, 2016. - 1 snextpon. ont. auck (CD-ROM). - Pexum no-
cTyna:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1
130337/2535.pdf&view=true. — MakpooOBeKT

I'yryeBa, T. A. KonduaeHnuaibHoe 1eI10nIpon3BoaACTBO : yued. mocodue / T.A. I'yrye-
Ba. — 2-¢ u31., nepepad. u gomn. — Mocksa : UTHOPA-M, 2017. — 199 c. — (Bricmee oopa-
3oBaHue: bakamaBpuar). — Www.dx.doi.org/10.12737/23514. - ISBN 978-5-16-105683-7. -
Tekcr : anextponnsiit. - URL: https://znanium.com/catalog/product/766722 (nara obparie-
Hust: 26.08.2020). — Pexxum octyna: mo moAmucKe.

JoxymenTanmonHoe obecriedeHue ynpapienus : yaeoHuk / A. C. I'punGepr u ap. - M. :
IOHUTU-AAHA, 2011. - 1 snekrpon. ont. muck (CD-ROM). - 3arn. ¢ tutyn. skpaHa. -
(Yuebnass  nuTeparypa s Bbicm. W cpea.  mpod.  ob6paz.). -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10
79440/427 .pdf&view=true (marta obpamenus: 25.08.2020). - MakpooObeKT. - TekcT : 31ek-
TpoHHBIH. - CBeieHus noctynHsl Takxke Ha CD-ROM

Kynses, H. H. KonduaenmnuanpHoe 1e10mMpon3BOICTBO U 3aUTUIIICHHBIA 3JIEKTPOHHBINA
JOKYMEHTO000pOT [DnekTpoHHbIi pecype] : yueOnuk / H. H. Kynses, A. C. JIémymikun, A.
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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

I'. ®abpuunoB; nox obml. pea. H. H. Kynsesa. - Mocksa : Jloroc, 2011. - 452 c. - (HoBas
yHUBepcuTeTckas ouommoreka). - ISBN 978-5-98704-541-1. - Tekct : anekTponnsiid. - URL:
https://znanium.com/catalog/product/468998 (mata oGpamienus: 26.08.2020). — Pexxum no-
CTyHa: 1O MOAIHNCKE.

0) JonosHuTebHAS JUTEpaATYypA:

BenukanoBa C. C. ApxuBbI 1O JIMYHOMY COCTaBY [DJIEKTPOHHBIN pecypc] : yueOHO-
meroandeckoe nocooue / C. C. Benukanosa ; MI'TY. - Marautoropck : MI'TVY, 2018. - 1
DIIEKTPOH. OIIT. JICK (CD-ROM). - Pexum JOCTyTA:
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. Ctpykrypa nokymenta. CucTeMbl JTOKyMEHTAIlMU. YHUHUIHPO-
BaHHAsl CHCTEMa OPTaHW3aI[MOHHO-PACIIOPSIUTEIILHON TOKYMEHTAIMU: 0o0mIre TpeOOBaHUS K
COCTaBIEHUIO U 0OpMIICHHIO [ DIeKTPOHHBIN pecypc] : yuebHoe nocodue / H. B. Koxymiko-
Ba ; MI'TVY. - Maruutoropck : MI'TY, 2016. - 1 anekrpon. ont. muck (CD-ROM). - Pexum
JOCTyTa:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1
129973/2334.pdf&view=true. - MakpooOBEKT.

Kabamos, C. KO. DnekTpoHHOE TPaBHTEIHCTBO. DJICKTPOHHBIA JOKYMEHTOOOOPOT.
Tepmunbl u onpezenenus : yue6. mocodue / C.}O. Kabamos. — Mocksa : THOPA-M, 2019.
— 320 c. — (Bricmiee obpazoBanme: bakanmaspuar). - ISBN 978-5-16-006835-0. - Tekcer :
snekTponnsd. - URL: https://znanium.com/catalog/product/1002479 (nata oOparieHus:
26.08.2020). — Pesxum JocTyma: 1o MOAMUCKE

Makaposa, A. K. Apxuosenenue / Makaposa A. K.; MI'TY. - Maruuroropcek : [U3na-
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: 25.09.2020). - MakpooObekT. - TekcT :
anekTpoHHbIH. - ISBN 978-5-9967-0676-1. - IMeeTcst meyaTHbIN aHAJIOT.

MakapoBa, A. K. OcHOBBl yIpaBi€HUS apXUBHOM JOKyMEHTalMeW : ydeOHO-
meroaunyeckoe nocobue / A. K. Makaposa ; MI'TY. - Marnuroropck : MI'TY, 2015. - 1
snektpoH. onr. jguck (CD-ROM). - 3Barm. ¢ Turym.  o3kpada. - URL

https://magtu.informsystema.ru/uploader/fileUpload?name=3884.zip&show=dcatalogues/1/11
24049/3884.zip&view=true (mara oopamienus: 25.08.2020). - MakpooObeKT. - Tekcr : amek-
TpOoHHBIH. - CBeieHus nocTynHel Takxke Ha CD-ROM

B) MeToanueckue yKazaHusi:

Memoouueckue pekomenoayuu 011 LOO2OMOBKU K 3a4emy

[Ipu moaroToBKe K 3a4eTy 0c000e BHUMaHUE ClieyeT OOpaTUTh Ha CIEIYIOIIHEe MOMEH-
THI: COOTHOIIIEHNE KOH(PHUICHITUATBHOTO U OTKPBITOTO JEIIONPOU3BOICTBA; MECTO KOH(DH ICH-
[UATBHON MH(OpPMAIMK B CTPYKType MHGOpMAallMd OTPAaHMYEHHOTO JOCTYMa; Kiaccu(uka-
U CBEJICHUH KOH(UICHIIMAILHOTO XapaKTepa; JOKaJIbHbIC HOPMAaTHBHBIC aKThI, YCTAHABIIH-
BalOI[Me TOPSAOK paboThl ¢ KOH(PHUACHIUATHHBIMU JOKYMEHTAMH, OTPAKAIOIMIUMHU Pa3IH4-
HBbIC BUJBI TAH; COXPAHHOCTh KOH(HICHIIHAIBHBIX JOKYMEHTOB; OTBETCTBEHHOCTh 3a pa3-
TIIalieHne CBeIeHUI KOH(PHUACHIINATHLHOTO XapaKTepa.
Metoandeckre peKOMEHIAIMH 110 BHITIOTHEHUIO 3a/1aHusl «Komnaeke mep no 3aujume KoH-
duoenyuanvnoi ungpopmayuu. Cmpykmypnas op2anu3zayus KOHQPUOEHUUATbHO20 0el0-
npou3eoocmear:
[TpakTyeckoe 3ananue BoinonHsercs B popmate Microsoft Office Word 2003 ¢ ykazanuem
HOMEpa MYyHKTA.
B myHkTe 2 momkHa OBITH MPENCTaBICHA CTPYKTypa OpPraHU3allUU C BBIICTICHHUEM B HEl
CITY>KOBI KOH(PUICHITNATBLHOTO JCIONPOU3BOICTRA.
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https://znanium.com/catalog/product/468998
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://znanium.com/catalog/product/1002479
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 nmynkTe 3 1OMKHOCTHOHM COCTaB MOJDKEH COOTBETCTBOBATH ObIIepoccuiickomMy Kinaccudpu-
KaTopy npodeccuii pabounx, J0KHOCTEH ciayamux 1 TapudHbix paspsaaos (OK 016-94).
B nynkre 4 nomkeH ObITh MPEAICTaBIEH CIIMCOK HOPMATUBHBIX aKTOB, IPU 3TOM CJIEIyeT y4u-
THIBaTh UX IOPUIUYECKYIO CUIY: OT (heepaabHBIX 0 JIOKATbHBIX HOPMATUBHBIX akTOB. [Ipu
PaBHOM cTaTyce JOKyMEHTOB UX B3aMMHOE PACIIOJIOKEHHUE OTIPEIENISAETCS 10 XPOHOJIOTUH.
B nynkre 5 «Ilepeuens Bu10B nHGOpMauu KOHPUACHINATHLHOTO XapaKTepa» PEeKOMEHYeT-
cs1 0hOpMIIATH B CIEAYIOIIEM BHJIE:

[lepeuens BuA0B nH(OpMalMK KOHOUICHIIMATBLHOTO XapaKTepa

HammeHoBanme cBeleHHI, JloipkHOCTHBIE NTUTa (TIoIpas- CpoK KoH(HICH
OTHOCSIIUXCA K KOHPUICHIIH- eJIEHH ), UMEIOIIHE IPABO PACIIO-
n/m m burenn A ): i P P UAJILHOCTH
aJIbHBIM PSDKEHUS CBEICHUSIMHU
2 3 4

B nynkre 6 «llepedeHpb T0KyMEHTOB, colepKalux HHPOpMAIHIO KOH(PUACHIIMATEHOTO
XapakTepay peKOMEHIyeTCsl OPOPMIISITh B CIEAYIOIIEM BHUJIC:

[lepeueHb TOKYMEHTOB, COJIepKaIMX HH(GOPMALIMIO KOH(UIESHIIMATEHOTO XapaKkTepa

Jlomxk-
ITonpas- HOCTHBIE
P [Tonpas [Tepno-
OcHoBa- JIeTICHUS NN auna,
Cpok JIETICHUS WU Kounu- Y-
Haume- | Hue mns JOJDKHOCTHBIE YTBEPK-
KOH(pU- JTOJIKHOCTHBIE 4ecTBO |Azlpe-| HOCTh
HOBaHHE | KOHOU- JU1a, OTBETCT- Jlaro1ue
/1 NeHIMaTb- JU1a, coriacy- 9K3EMII-| CaThl | U3AaHUS
JIOKYMEHTA |ACHITHATb- BEHHBIC 3 MMO/I- (moamnu-
HOCTH IOIIHE JTOKY- JISIPOB JIOKY-
HOCTH TOTOBKY JIOKY- ChIBa-
MEHT MEHTa
MEHTa FOIIINE)
JIOKYMEHT
2 3 4 5 6 7 8 ¢ 10

Meronnueckne peKOMEHIAMU 0 BBIMOJHEHUIO 3aaHus «Y4eT KOH()UIACHIMATbHBIX
TOKYMECHTOBY:

[IpakTHueckoe 3aaaHue BBINOJHSAETCS MUChbMEHHO B dopmate Microsoft Office Word
2003 c yka3zaHueM HOMEpa ITYHKTA.

B nmynkre 1 gomxHO OBITE 0OPMIICHO HE MEHEE MSTH MOPSIKOBHIX HOMEPOB B KaJKIOM
YIEeTHOM JKypHAJIe M PEeCTpe U3 CIHCKA C 3aIlOJHEHHEM BceX rpad, He MeHee TpeX KapToueK
Ha Kbl BUJI KAPTOYKH U3 CIHCKA M HE MEHEe TPEX LITAMITOB Ul Pa3HBIX BUIIOB JIOKYMEH-
TOB.

B mynkrte 2 Bce pa3pabarbiBacMble KOH(HICHIMATBHBIE JOKYMEHTHI IOJDKHBI OBITH
odopmiens! cornacHo TpeboBanusM ['OCT P 6.30-2003 «YHuduuupoanHas cucrema Jo-
KyMEHTAIH. Y HU(UIIMPOBAHHAS CUCTEMa OpraHU3aIllMOHHO-PACTIOPSIUTEIEHOW JTOKYMEHTA-
un. TpeboBaHus K 0OPMIIEHUIO JOKYMEHTOB», BKIII0Yass HEOOXOUMBbIE JIOTIOIHUTEIbHBIE
PEKBH3HTHI, XapaKTepHbIE 151 KOHPHUICHINATBHBIX JOKYMEHTOB.

[To xaxxaOMy yKa3aHHOMY BHJly KOIHMPOBAHUS JOJKEH OBITh OQOpPMIICH OAMH KOH(U-
JICHITMATIBHBIA JOKYMEHT ¥ HEOOXO0MMOE KOJIMYECTBO 3K3EMILIIPOB KOMHUH (IT0 YCMOTPEHHIO)
¢ opopmIIeHHEM BceX HEOOXOIUMBIX PEKBH3HTOB U OTMETOK, KaK Ha JIMIIEBOM, Tak 1 Ha 000-
POTHOH CTOpPOHE KOH(PHUICHIUAIBHOTO TOKYMEHTa, HAHOCHMBIX B ITPOIECCE M3TOTOBIICHUS
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KOITMM Ha JOKYMCHT U Ha CaMU KOIIHNH.

MeTtoanyeckie peKOMEH/IANH 110 BHINOJHEHHUIO 3a1anns «HoMeHKIaTypa aem»:

[Mpaktuyeckoe 3ananne «HoMeHKiIaTypa nei» BBINMOJHSACTCS NMHUCBMEHHO B (opmare
Microsoft Office Word 2003 ¢ ykazanuem HOMepa IMyHKTA.

B nmynkre 1 momkHa ObITh O(OpMIIEHA HOMEHKIATypa KOH(DHUICHIMATBHBIX JIEN 1O
YCTaHOBIICHHOH (hopMe, C yKazaHHEM HE MEHee JIeCATH KOH(UACHIMAIBHBIX e, C 3aroJHe-
HHUEM BCEX HEOOXOJMMBIX Tpad TaOJIMYHOM YacTH JOKYMEHTA IO KaXIOoMYy Aely (TOMy) U
BCEX HEOOXOAMMBIX MOANUCEH U BU3.

PexBHU3UTHI HOMEHKIIATYPhl KOH(DHICHIMATBHBIX AEN JOJDKHBI ObITh O(GOPMIICHBI CO-
rnacHo TpeboBanusM ['OCT P 6.30-2003 «YHudunupoBanHas cucTeMa TOKYMEHTAlWH.
YHuHUIUpoBaHHAs CHCTEMa OPraHU3aIlMOHHO-PACIIOPSAANTEIBHON JOKyMeHTauu. TpeboBa-
HUS K OQOPMIICHHIO JIOKyMEHTOBY», BKJIIOYash HEOOXOAMMBIEC JIOTIOJHUTEIbHBIC PEKBH3HUTHI,
XapakTepHbIe 1151 0hOpMIICHUS] KOH(DUICHIIMAIBHBIX JIOKYMEHTOB.

Homenknarypa KoHGHUASHIMATBHBIX J1e] T0JHKHA OBITh TPEACTaBICHA KaK TOTOBBIN J0-
KYMEHT.

Homenknarypa KOH(QUIESHIMAIBHBIX AT MOXET OBITh OOpMIIEHA B BHIE KApPTHHKH C
YCIIOBHEM CBOOOJIHOTO M YETKOT'O TIPOUTCHHS BCEX PEKBHU3UTOB U OTMETOK.

B nmynkre 2 Bce pa3pabarbiBaeMble KOH(HIEHIMAIbHBIE JOKYMEHTBI JOJKHBI OBITH
0(opMIICHBI COTIACHO TUTIOBBIM (popmMam.

JloxHO OBITH 0()OPMIIEHO HE MEHEE OHOI'0 YKAa3aHHOTO JJOKYMEHTA.

BHyTpeHHSISI ONMUCh AOKYMEHTOB Jieia JIOJDKHA COJEpKaTh He MeHee 15 pa3nuyHbIX
KOH(HICHIIMATIBHBIX JOKYMEHTOB, KOTOPBIE IO CBOEMY COAEP)KAHUIO MOTYT COCTABJISATh OJTHO
KOH(UIEHIIMATIBLHOE JEI10.

B nucre-3aBeputene nena AOMKHO 00s3aTENIbHO COAEPKAThCs yKa3aHHE Ha OCOOEHHO-
CTH (PU3MUECKOTO COCTOSHHSI KOH(MICHIMAIBHBIX JOKYMEHTOB JIella U OCOOCHHOCTH HX
(bopmMHpOBaHUS.

AKT O BBIACTICHHN K YHHYTOXXCHUIO KOH(DHICHINUATBHBIX NI M JOKYMEHTOB JOJDKEH
coJiepKaTh HE MEHee CeMH MOPSAIKOBBIX HOMEPOB C 3all0JIHEHUEM BeeX rpad.

Bce mokyMeHTHI U3 CIUMCKa JOJDKHBI OBITH MPENCTaBIEHBI KaK TOTOBBIE JOKYMEHTHI C
oopmiieHreM BceX HEOOXOIUMBIX MOMUCEN U BU3.

JIOKyMEHTBI MOTYT OBITH O()OPMIIEHBI B BHJIE KAPTHHOK C YCIIOBUEM CBOOOTHOTO U YET-
KOT'O MPOYTEHUS BCEX PEKBU3UTOB U OTMETOK.

r) Ilporpammuoe o0ecnneuenne u UHTEpHET-pecypcebl:

Haumenosanue [10 Ne norosopa Sﬁ;K FCHCTBHA JTHHeH-
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 OeccpouHo
FAR Manager cBOOOIHO pacrmpocTpansemMoe | 6eccpoyHo
7Zip CBOOOJTHO pacmpocTpaHsemMoe | 6eccpouHO

1. HammonanbHas wHGOPMAIMOHHO-aHATUTHYECKAss cUcTeMa — PoccHiicKuii WH-
nexc HayyHoro rutuposanus (PMHLY) URL:
https://elibrary.ru/project_risc.asp

2. DnextpoHHas 0aza mepuoanueckux u3nanuil East View Information Services,
000 «MBUC» https://dlib.eastview.com/

3. TIlouckoBas cucrema Axkamemuss Google (Google Scholar) URL:
https://scholar.google.ru/

4. WudopmarnmonHas cucreMa - EnuHoe OKHO J0OCTymna K MH()OPMAIMOHHBIM pe-
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https://elibrary.ru/project_risc.asp
https://dlib.eastview.com/
https://scholar.google.ru/

cypcam URL: http://window.edu.ru/

5. Poccuiickas lNocynapcrBeHHas OoubMoTeKa. Karamorn
https://www.rsl.ru/ru/4readers/catalogues/

6. DnexktpoHHsie  pecypchl  Oubmmorekm  MITY wum. T.M. HocoBa
http://magtu.ru:8085/marcweb2/Default.asp

7. Yuusepcurerckas uadopmaimonnas cuctema POCCH S https://uisrussia.msu.ru

8. MexnayHapoaHas HayKoMeTpudeckas pedepaTUBHAs M IOTHOTEKCTOBas 0Oa3za
JMAHHBIX Hay4HbIX u3manuii «Web of sciencex» http://webofscience.com

9. Mexnaynapoanas pedeparuBHass U MOJHOTEKCTOBAas CIpaBOYHAs 0a3a JaHHBIX
HayYHBIX u3gaHuil «Scopus»  http://scopus.com

10. MexnyHapoaHas 0a3a MOJIHOTEKCTOBBIX JKypHanmoB  Springer Journals
http://link.springer.com/

11. MexxaynaponHast 06a3a CIpaBOYHBIX H3JAaHWKA IO BCEM OTPACIsAM 3HAHHUHA
SpringerReference http://www.springer.com/references

12. UudopmanmonHo — npaBoBoi moprain ["apant.Py.- URL: http://www.garant.ru/

13. CnpaBounas MpaBoBas cucremMa Koncynbrant [Tmroc.- URL:
http://www.consultant.ru/

14. TTopran «Apxussl Poccun».- URL: http://www.rusarchives.ru/

15. denepanbhoe apxuBHoe areHTcTBo PD.- URL: http://archives.ru/

16. XPOHOC. Bcemupnas ucropus B Mutepuere.- URL: http://www.hrono.ru/

17. OGoOmEHHbBIN AIeKTPOHHBIN OaHk naHHbIX (OBJl), comepkamuii nHGOPMAIIHIO
O COBETCKMX BOMHAX, MOTMOIIMX, YMEpPUIMX U MpOMaBIIUX Oe3 BEeCTH B TO-
16l Bennkoit OTeyecTBEHHON BOMHBI, @ Takke B MociieBoeHHbIH niepuon ObJ]
«Memopuam».- URL: https://obd-memorial.ru/html/

18. DAEeKTpOHHBI apXWB: pecTaBpalisi W OIM(PPOBKA APXUBHBIX JIOKYMEHTOB,

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

9 MaTtepHaJIbHO-TeXHHYECKOE OfecriedyeHrue TUCHHILTHHBI (MOTYJIsI)

MaTepI/IaJILHO'TeXHI/I‘ICCKOC obecrneucHue JUCIHUIIIIMHBI BKIIIOYACT!

Tun n Ha3BaHUE ayJUTOPHUH

OcHallieHue ayIuTopun

YyebHbIC ayauTOpUU IS
MPOBEJICHUS JTUCTAHITMOHHBIX 3a-
HSATHUH JIEKIIMOHHOTO TUTIA

Cron KOMITBIOTEPHBIM, CTOJ THUCbMEHHBINA, CTYN
opucHbIN, ToKyMeHT-kamepa Epson, ncrounuk Oecre-
peboitnoro mutanuss POWERCOMIMD-1500AP , ka-
Mepa BBICOKOTO pa3pelIeHMs, KOMIIbIOTEp MEpPCOHAIb-
HBI (THNO6), mpoekTop ViewSonicPJID7526W, cnukep-
¢on HactompHbIA Calisto-620 Plantronics, Be6-kamepa
LogiteachC920, cucrema akycTuuyeckas HaCTOJIbHAsI,
crepeorapauTypa (MUKpO(OH € IIyMOIOJABICHUEM),
skpaH HacteHuwni Digis Optimal-C MW DSOC-
11032*2

Y4eOHblE ayIuTOpUU  JUIS
MIPOBEICHUS TPAKTUUECKUX 3aHs-
TUH, TPYNTIOBBIX U MHAWBHYab-
HBIX KOHCYJbTAllUi, TEKYIIETOo
KOHTPOJII U MPOMEXYTOUHOU aT-
TeCTallH

Cron KOMIIBIOTEPHBIN, CTOJM MHCHMEHHBIH, CTYJ
opuCcHBIN, NTOoKyMeHT-kKamepa Epson, ncrounuk Oecre-
peboitnoro muranuss POWERCOMIMD-1500AP , ka-
Mepa BBICOKOTO pa3pelieHHs, KOMITBIOTEp TMEPCOHATh-
HBI (THN6), mpoekTop ViewSonicPJD7526W, cnukep-
¢on nHactompHbI Calisto-620 Plantronics, Be6-kamepa
LogiteachC920, cucrema akycTuuyeckas HaCTOJIbHAS,
crepeorapauTypa (MUKpO(OH ¢ IIyMOIOJABICHUEM),
skpaH Hactennwni Digis Optimal-C MW DSOC-
11032*2
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http://window.edu.ru/
https://www.rsl.ru/ru/4readers/catalogues/
http://magtu.ru:8085/marcweb2/Default.asp
https://uisrussia.msu.ru/
http://webofscience.com/
http://scopus.com/
http://link.springer.com/
http://www.springer.com/references
http://www.garant.ru/
http://www.consultant.ru/
http://www.rusarchives.ru/
http://archives.ru/
http://www.hrono.ru/
https://ru.wikipedia.org/wiki/%D0%91%D0%B0%D0%BD%D0%BA_%D0%B4%D0%B0%D0%BD%D0%BD%D1%8B%D1%85
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 1 Ha3BaHUE ayAUTOPUH OcHallleHue ayauToOpuun

[Tomewmenuss mist camocTos- [lepconasibHble KOMIBIOTEPHI ¢ MakeToM MS
TeNhbHOU PabOTHI O0yUYAOIITUXCS Office, BpixomoM B VIHTEpHET W C JOCTYIOM B 3JIEK-
TPOHHYIO HMH(POPMALMOHHO-00PAa30BaTENbHYIO  CPEIy

VHHBEPCUTETA
[Tomemenue s XpaHeHUs Cremnaxu JUIsl XpaHeHus: y4eOHO-HAIJISIHbIX T0-

U TPO(UIAKTUIECKOTO O0CTYX HU- | COOMI M y4eOHO-METOINYECKOM TOKYMEHTAIUH.
BaHMs Y4eOHOTO 000pyAOBaHUS
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