MUHUCTEPCTBO HAYKM U BBICIIIEI'O OBPA3OBAHNS

POCCUMCKOM ®EJIEPALINA

degepabHOE rOCY1apCTBEHHOE GI0/KETHOE 00pa3oBaTeIbHOE YUPEKACHHE

BBICIIIEr0 00pa3oBaHusl

«MarHaTOrOpCKuMii rocy1apCTBEHHbIH TEXHUYECKHI YHUBEPCHTET HM. I".1. HocoBa»

PABOYASI ITPOT'PAMMA JUCHUIIIMHBI (MO Y JIST)

KOH®HJIEHI[HA/IBHOE JIEJIOITPOHU3BO/JCTBO

HanpagsieHue [oAroTOBKH (CIeNHaIbHOCTD)
46.03.02 JOKYMEHTOBEJIEHUE U APXMBOBEJIEHWME

HanpagsieHHOCTH (I1poQHIIb/CrIenHaIn3aiis) IporpaMMel
JIoKyMEHTOBE/ICHHE U JOKYMEHTAIMOHHOE 00€eCIIeYeHHE YIIPABIICHUS

VpoBeHs BbicLiero 06pasopanus - GakaiaBpuar
IIporpamma roJroToBKH - akaJeMuueCcKuil GakaiaBpuar

®dopma oOyueHust
OYHas

Uncturyt/ pakynsrer  MHCTHTYT ryMaHHTApHOro 00pa3oBaHust

Kadenpa [Tenarorndeckoro 0Opa3oBaHus U JIOKYMEHTOBE/ICHHS
Kype 4
Cemectp 7

MarsuToropck

2019 ron

VTBEPXJIAIO
upextop UT'O
g

E. AGpam3on

03.03.2020 .



PaGoyast nporpamma cocrasiesa Ha ocHoBe PI'OC BO no HampaBieHHIO MOJATOTOBKH
46.03.02 JOKYMEHTOBEJIEHUE U APXUBOBEJIEHUE (ypoBens OakanaBpuata) (IIpuKas
Muno6prayku Poccuu ot 06.03.2015 r. Ne 176)

PaGouas mporpaMma paccMOTpeHa W OJOOpeHg— Ha  3aceJlaHuu  Kadeapbl
[Temarorayeckoro 0Opa3oBaHus U JOKYMEHTOBEICHUS
27.02.2020, mpoTtokon Ne 6
3as. kadeapoit C.C. Benukanosa

PaGouast mporpamma 0106peHa MeToTHYecKoH ncgéﬁ nuro
03.03.2020 r. mpoTokoi Ne 6

[pencenarens " T.E. AGpam3oH
Pabouasi nporpamMma cocTaBieHa: / 3
nonent kadenper [10u/l, kana. nea. Hayk —Z \-‘?’q U.B. CamapoxoBa
” W= -
o

Penensenr: @
crapiuuii apxuBHcT apxusa [TAO "MMK"/é C.A. beno6opoznosa



JIuer akTyaan3anun paboyeii nporpaMmal

Pa6ouas mporpaMma nepecMoTpena, oocyxiena u onobpena s peanmsaruu B 2020 - 2021
yueGHOM roj1y Ha 3acejanuu Kadenpsl Ilenarormdeckoro o6pasoBaHus ¥ JOKYMEHTOBEICHHS

Ne 1
C.C. BenmkaHoBa

vV
PaGouasi mporpamMma nepecMoTpeHa, 06¢yxk/iena i ofo6pena uis peanmusauu B 2021 - 2022
yueGHOM rojty Ha 3acenannn kadenpsr Ilerarornyeckoro 06pa3oBaHus U A0KyMEHTOBEICHHS

[Tpotokonm ot 20 r. Ne
3as. kapenpoi C.C. Bemmmkanona

L4 K3

PaGouast mporpamMma nepecMoTpeHa, 06¢yxK/eHa i ofobpena uis peanusamun B 2022 - 2023
yueGHOM rojty Ha 3aceanuu kapeapsl Ilenaroruyeckoro oOpasoBanus U J0OKyMEHTOBEACHUS

[Tporokonm or ___ 20 . Ne
3aB. kadenpoii C.C. BenukanoBa

PaGouast mporpaMma nepecMoTpena, 06cyxk/ena i onobpena Juis peanmsauu B 2023 - 2024
yueGHOM rojty Ha 3aceanuu kadeapsl Ilenarormyeckoro 06pa3oBaHus U JJOKyMEHTOBEACHHS

ITporoxonm oT 20 1. Ne
3aB. xadenpoii C.C. BenmkanoBa

PaGouas nmporpaMma IepecMoTpena, oocyxkieHa u o06pena st peanmusanuy B 2024 - 2025
yueGHOM rojty Ha 3acenanuu kadenpsl Ilenarornueckoro 06pa3oBanus U I0KYMEHTOBE/ICHHUS

[Tporoxom or 20 r. Ne
3as. kadenpoit C.C. Benukanosa




1 Iles1u ocBOEHUS TN CHMILTHHBI (MOYJI51)

Henstmu ocBoeHust muctumuinHbl (Moxynsi) «KoHpuaeHIMaIbHOE AETOMPOU3BOICTBOY
ABIIAIOTCSA: M3y4EHHE HOPM JIEHCTBYIOIIETO 3aKOHOJATENIBCTBA B 00JacTH 0OpabOTKM JOKY-
MEHTOB, COJICPKAIINX CBEJACHHS KOH(DHUICHIIMAIBHOTO XapaKTepa, MPAaKTHKH MPUMEHEHHS ITUX
HOPM Il MX TOCJIEAYIOMIET0 KBIM(DUIMPOBAHHOTO NPUMEHEHUS B MPAKTUYECKOM
JIeATEIbHOCTH

2 MecTo THCHUIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30BaTe/JIbHOI MporpaMMal

Huctumuaa KonduneHmansHoe JeONpPOU3BOACTBO BXOAWT B 0a30BYHO 4YacTh
y4eOHOT0 I1aHa 00pa30BaTEIbHON MPOTrPaAMMBI.

Jns  wu3ydeHUs  JUCUUIUIMHBI ~ HEOOXOOUMBI  3HaHUS  (YMEHHs,  BIIAQJCHUA),
c(OpMHUPOBAHHBIE B PE3Y/IbTATE U3YUCHHSI AUCLHUIUINH/ IPAKTUK:

HNudopmannonHoe odecrieyeHue ynpaBieHus

WudopmannoHHbIe TEXHOIOTHH B JOKYMEHTOBEICHUH 1 ApXUBHOM JIeJIe

IIpoexkTupoBaHue yrpaBlIeHUECKON JOKYMEHTAlUU OpraHu3aluu

[IponBuxeHne HayYHOU NPOAYKLIAN

JloKkyMeHTalMoHHOE 00€ecledeHne aIMUHUCTPATUBHBIX OTHOILIEHUH B PO

JlokyMeHTaIMoHHOE 00ecredeHne IpakJaHCKUX OTHOIIeHHi B PD

JIoKyMeHTallMOHHOE 00€ecIIedeHHEe TPYIOBbIX OTHOILLIEHUI B PO

MopennpoBaHue CUCTEM JOKYMEHTAMN OpraHU3alux

Opranu3anus U TEXHOJIOT U TOKYMEHTAMOHHOT0 00ecTIeYeHUs YIIPaBICHUs

3nanus (YMEHHs, BIAJICHUS), TOJyYCHHbIE NMPH M3yYCHUU TAHHOM NUCIMIUIMHBI OyIyT
HEO0XO0AUMBI JUIsl U3yYeHUS TUCHUILINH/TIPAKTHK:

JIOKyMEHTAllMOHHOE ~ OOeclieueHue yIpaBJIeHUS Ha MPEeINpUATHSAX  pa3IMuHBIX
OpraHU3alMOHHO-TIPABOBBIX (POpPM

J1enonpon3BOACTBO MYHULIUITAJIBHBIX YUPEXKICHUI

I'ocynapcTBeHHBIE, MyHUIIUIIATIBHBIE U BEJOMCTBEHHBIE aPXUBbI

[Ipon3BojcTBEHHAs - MpPAKTHUKa IO MOJIyYEHUIO IMPO(ECCUOHATBHBIX YMEHUN U OIbITa
npodeccCHOHATBLHOMN AeSITeIbHOCTH

Opranu3anus 1 TEXHOJIOTUS TOKYMEHTAMOHHOT0 00eCTIeYeHUs YIPaBICHUs

NHupopmaiinoHHbIe pecypchl KaApOBOU CITyKObI

OO0paloTkH 1 3a1MTa JOKYMEHTUPOBAHHOM HH(pOpMalun

[TpakTHKyM IO COCTaBICHHIO U OPOPMIICHHIO CITY>KEOHBIX TOKYMEHTOB

3 Komnerenuun odyuarouierocs, popMupyemMbie B pe3yibTaTe 0CBOEHUS

AUCHUILUINHBI (MOAYJI5) ¥ IJIAHUPYEMBbIe Pe3yIbTAThI 00y4eHH s

B pesyabrare  ocBoenus ~ gucuuiuidHel  (Moxyns)  «KonduaeHuumanbHOe
JIeJIONIPOU3BOICTBO» 00YHaOLIHICS T0JIKEH 00J1a1aTh CIeIyIOIUMHI KOMIIETCHIIUAMU:

CrpyKTypHBIH [Tnanupyemsble pe3yabTaThl 00yUeHHs
JJIEMEHT
KOMIIETCHIINHT

[1K-5 BrnajgeHneM TeHIACHIMSIME pa3BUTHS WH()OPMAIIMOHHO-TOKYMEHTAITMOHHOTO 1
obecrieueHust yrpaBiaeHUsI apXUBHOTO JIeJia

3HaThb of1enpogeccuoHaIbHbIE TEOPETHUECKUE U METOANYECKHE OCHOBBI
pa3BUTHS HH()OPMALIMOHHO-IOKYMEHTAI[MOHHOTO O0ecreueHus
YIPaBJIEHUS U apXUBHOI'O A€ia

YMerb MPUMEHSATH Ha MPAKTUKE 001enpodecCnoHaIbHbIE TEOPETUYECKHIE U
METOAMUYECKUE OCHOBBI Pa3BUTHsI HH(POPMALIMOHHO-TOKYMEHTALIMOHHOTO
o0ecrieyeHus yrpaBieHHs U apXUBHOTO Jieja




Brnaners

croco0amMy OIIEHWBAHUS 3HAYMMOCTH U MPAKTUUECKON MPUTOJHOCTH
pa3BUTHS HH(OPMALIMOHHO-TOKYMEHTALIMOHHOTO 00eCeueHHs
YIPABJICHUS U APXUBHOIO JE€J1a

[TK-12 criocoOHOCTBIO BBISBIATH M OTOUPATH JOKYMEHTHI JIJIsl pa3HBIX TUIIOB U BUIOB

myOuKammi

3HaTL MIpaBWJIa U METOJMKY BBISBICHUS M OTOOpA IOKYMEHTOB JJIsI Pa3HBIX THIIOB
Y BUJIOB ITyOJIUKAIAN

VMmers MIPUMEHSITHh BBIOPAHHBIC JOKYMEHTHI JUISl Pa3HBIX THUIIOB U BUJIOB
myOIMKaui B IpoeCCUOHATBLHOU eI TeIbHOCTH, NCII0JIb30BaTh UX Ha
MEXTUCIUTTNHAPHOM YPOBHE

Bnanmers MIPAKTUICCKIMH HAaBBIKAMU BBISIBICHUS U 0TOOpA JOKYMEHTOB ISl pa3HBIX

THUIIOB U BUAOB ny6n1/11<au1/1171 W HaBbIKaMH HUX MCIIOJIB30BaHUA

[IK-17 BmagenueM M

€TOJlaMH1 3alIUThI HH(POPMAIUA

3HaTh o01enpodeccnoHaNbHbIE TEOPETHUECKIE M METOANYECKUE OCHOBBI MH-
(hopManoHHOI 0€30MaCHOCTH M 3alIUTHI HH(GOPMAIUN

VMeTb pacrno3HaBaTh 3pHeKTHBHOE TPUMEHEHUE B MIPOPECCHOHAIBHOI
JEeSITeTbHOCTH METOOB 3aIIUTHI HHpOpMauu OT HEI()(HEKTUBHOTO

Bnazgets NPaKTUYECKHMMHU HaBBIKAMU 3aIIUThl HHYOPMAIIMU 1 HABBIKAMH MX

HCIIOJIB30BaHUA

ITK-20 criocoOHOCTh

10 UCII0JI30BATh IIpaBUJia OpraHru3al BCEX 3TAIIOB pa6OTI)I C

JAOKYMCHTaMH, B TOM YUCJIC apXUBHBIMU JOKYMCHTaAMHA

3HaTh

o01enpodecCHOHAIbHBIE TEOPETUUECKUE U METOINIECKHUE OCHOBBI
OpraHMU3aIMH BCEX ATAMOB pabOTHI C JOKYMEHTAMH, B TOM YHCIIE
APXUBHBIMU JOKYMCHTAMU

YMmern

pacnio3HaBaTb BQ)CI)GKTI/IBHOC IMPUMCHCHHUC B HpO(l)eCCHOHaHBHOﬁ HCA-
TCJIBHOCTHU ITPpaBUJia OpraHu3anuu BCEX 3TAIlOB pa6OTBI C JOKYMCHTaMH, B
TOM YHCJIC APpXUBHBIMU JOKYMCHTAMHU OT HeB(l)(i)eKTI/IBHOFO

Bnanets

MPAKTUYECKUMHU HABBIKAMH MCITOJIb30BaHUs HA MEXAUCLHUILUIMHAPHOM
YpOBHE MPaBUJI OpraHU3AIMHU BCEX ITANOB PaOOTHI C IOKYMEHTAMU, B TOM
YUCIIE APXUBHBIMU JJOKYMEHTAMU

IIK-26 B1ageHneM H

dBbIKaMH O6pa6OTKI/I JOKYMCHTOB Ha BCCX 3TallaX ,Z[OKYMeHTOO60pOTa,

CucreMaTu3anuu, COCTaBJICHUA HOMCHKIIATYPbI ACIT

3HaTh

OCO6€HHOCTI/I, IMpaBuJjia U MPUHIHUIIBL 06pa60T1<1/1 JAOKYMCHTOB Ha BCEX
oTamnax I[OKYMGHTOO60pOTa, CUCTEMATHU3alluN, COCTAaBJICHUSA HOMCHKIIATYPEI
p1(SA) |

YmMmern

O6pa6aTLIBaTL JOKYMCHTHBI Ha BCECX 3Tallax ,Z[OI(YMCHTOOGOPOTa,
CUCTEMATHU3UPOBATDH UX, COCTABJIATH HOMCHKIIATYPBI ACJI; UCII0JIb30BaTh
JAaHHBIC 3HAaHUA Ha MC)KIUCHUIINIMHAPHOM YPOBHC

Bnanetn

BO3MOYKHOCTBIO MEXIUCHUIUTMHAPHOTO MPUMEHEHHSI HABBIKOB 00paboTKH
JOKYMEHTOB Ha BCEX ATarax JOKYMEHTO000pOTa, CUCTEeMaTH3alluH,
COCTaBJICHUS] HOMEHKJIATYPhl Ael

JITK-2 crnocoOHOCTBI0 OPUEHTUPOBATHCS B 3aKOHOJAATEIIFHOM U HOPMATHBHO-METOIMUECKON
0a3e MHPOPMAITMOHHO-TOKYMEHTAIIMOHHOTO 00eCIIeYeH sl YIIPABICHUS M ApXUBHOTO JeNia U

CMEXXHBIX oOJtacTei

3HaTh

3aKOHOJIATEIHHYIO 1 HOPMaTHBHO-METOINYECKYIO 0a3y HH()OpMAIMOHHO -
AOKYMCHTAIIMOHHOT' O OGCCHC‘ICHI/ISI YIpaBJICHUA U apXUBHOT'O [ICJIa,
MPaBOBYIO 0a3y CMEXHBIX 00sacTell B chepe KOH(PHUACHITHATBHOTO
JIEIIOTIPOU3BOICTBA




VYmMmern

MPUMEHSTH U OTIEPUPOBATH 3aKOHOAATEIBHON U HOPMAaTUBHO-
METOINYECKOl 0a30i JOKYMEHTAIIMOHHOTO 00ECIICUCHHS YIIPABICHUS U
apXHMBHOTO JIeJa, @ TAKXKe CMEXKHBIX o0sacTeil B cepe KoHpUaeHInab-
HOT'O JICJIOTIPOU3BOJICTBA

Bnanets

croco6aMu OIIEHUBAHUS 3HAYUMOCTH U MTPAKTHYECKON MPUTOTHOCTH
WCIOJIb30BaHUS 3aKOHOAATEIHFHOW U HOPMATHBHO-METOIUIECKON 0a30ii
MH(OPMALIMOHHO-IOKYMEHTAIIMOHHOTO O0eCIieueHus yIIpaBIeHus U
ApXUBHOTO JIeJla U CMEXHBIX o0siacTell B cepe KOHPUACHIIHATEHOTO

ACIOIMPONU3BOJACTBA

JIIK-6 criocoOHOCTBIO OpraHu30BaTh paboOTy € JOKYMEHTaMH, COep KallluMu HHGOPMAIUIO
OTPAaHUYEHHOTO JI0CTYyTa

3HaTh

ol1enpogeccuoHaIbHbIE TEOPETHUECKUE U METOAMYECKIE OCHOBBI PA0OTHI
C IOKYMEHTaMH, CO/ICPKAIIMMU HHPOPMAIIUIO OTPAaHHYEHHOTO I0CTYIIa

YmeTh

OCYHICCTBJIATD U OPIraHU30BbIBATH pa60Ty Ha HpO(beCCI/IOHaHBHOM YPOBHE C
AOKYMCHTaMH, COACPKallIUMHA I/IH(i)OpMaHI/IIO OrpaHUYCHHOI0 A0CTYyIIa

Brnaners

HaBbIKaMHU 110 OCYHICCTBJICHUIO U OpTraHHU3allun pa6OTI)I Ha
HpO(I)eCCI/IOHaJ'IBHOM YPOBHE C JOKYMCHTAMHU, COACPIKAITUMU I/IH(i)OpMaI_II/IIO
OIrpaHUYCHHOI'0 AOCTYIIa

OIIK-1
IPaKTUKE

CIIOCOOHOCTBIO HCIIOIL30BATh TCOPCTUUCCKHUEC 3HAHNA U MCTOAbI UCCIICAOBAaHNA HaA

3HaTh

OCHOBHBIC OIMPCACIICHHA U MMOHATHUA, OCHOBHBIC METO/IbL I/ICCJ'IGI[OBaHI/II\/'I,
OMPEACIICHUS ITPOUCCCOB UCITOJIB30BAHUS TCOPCTHUICCKUX 3HAaHUU U
MCTOOOB UCCIICAOBAHUS HA IPAKTUKE

VYmMmern

pacno3HaBaTh 3(pPEeKTUBHOE pelieHne oT HedPPEeKTUBHOTO,

MPUMEHSATh TEOPETUYECKHE 3HAHUS U METO/Ibl MCCIIeIOBAaHUSl 3HAHUS B
npoeCCHOHATTBHOMN 1A TETbHOCTH; HCIOB30BaTh UX HA
MEXIUCIUIIMHAPHOM YPOBHE;

KOPPEKTHO BBIpaXaTh U apryMEHTUPOBAHHO OOOCHOBBIBATH TEOPETUUECKHE
3HaHUS U METO/Ibl CCIIeI0OBAHUS Ha MTPaKTHKE

Bnanets

MNPaKTUICCKUMHU HABBIKaAMU, criocobaMu OLICHUBAHW 3HAYNMOCTHU U
HpaKTI/I‘IGCKOI\/'I MPUTOJHOCTH UCIIOJIB30BaHUA TCOPETUICCKUX 3HAHWH U
MCTOHOB UCCIICAOBAHUSA HA ITPAKTUKE; OCHOBHBIMH MCTOAAMU PCUICHUA
3a1a4 B 00J1aCTH UCITOJIB30BaTh TCOPCTUUCCKHUEC 3HAHUA U METO/IbI
HCCIICAOBaHUA HA TPAKTUKC




4. CTpyKTypa, 00bEéM U coep:KkaHue TUCHUIIMHBI (MOAYJIS)
OO0mmast TpyT0eMKOCTh AUCIHILTUHBI cocTaBiseT 3 3aueTHbIX eauHui 108 akan. dacoB, B TOM

HHUCJIC:

— KOHTaKTHas pabora — 48,9 akaj. 4yacos:
— ayauTtopHas — 48 akaj. 4acos;

— paeayautopHas — 0,9 akan. yacos

— camocTosTenapHas padorta — 59,1 akan. yacos;

®dopma aTTecTallum - 3a4ET C OLEHKOMN

KOHQUIICHIUATEHOTO
JIOKYMEHT0000poTa

AynutopHast ) =
o | xonrakTHas pabora E = ®dopma TeKyIero
S B
e ] " KOHTPOJIS
Paznen/ Tema 3 (B akan. vacax) £ B A . P Kon
g & © | camocTosTenbHON | ycmieBaeMOCTH U
JIACIIATIIAHEL 5 g o . | xommeTeHmu
O 2 £ paboThl NPOMEXYTOYHOH
nab. | mpakrt. [ 3 ATTeCTALMH
Jlek. =at 11
3aH. 3aH. | QO &
1. CymHOCTh M OCOOCHHOCTH
KOH(HICHINATILHOTO
JICJIOTTPOU3BOJICTBA
1.1  KoHu¢wuneHuuatbHas IToaroroBka x I1K-5, TIK-12,
uHpOpMaIsl U €€ BUJBL JIEKIUH. I1K-17, TIK-
OpranHu3zanus 3 4 12 TToaroroska Omnpoc 20, TIK-26,
KOH(HICHINATLHOTO BBICTYIUIEHUH 110 JIK-2, OTK-
JIEIOTIPOU3BO/ICTBA BUJIaM TailH 6, OIIK-1
ITogroroBka k
JIEKITHH.
Pazpabotka
Tlonoxenus o
1.2 Kommiekc wmep mo| 7
3aInTe CHCTEME IOCTYIA | 3B eHme makeTa
KOH(HICHIHAILHON K OKYMEHTOB I10 IIK-5, [IK-12,
UHPO il/[a LIfII/I KonguACHUKANLH ﬂemnyM oCTyIa TIK-17, IIK-
PMALUH. 4 8 14 | pIM JOKYMEHTaM. p y AOCTyIIa. 20, TIK-26,
OTBETCTBEHHOCTh 3a Ananus
N Nzydenue ATIK-2, OTIK-
pasriarieHue CBEJICHMI 3aKOHOIATEIbHEBIX
obopynoBaHus 6, OITK-1
KOH(UICHIINATILHOTO aKTOB.
HEOOXOUMOTO
xapakrepa
IS 00ecIIeYeHH
COXPaHHOCTH
KOH(UIEHINATEH
BIX JJOKYMEHTOB
Wroro no pazaeny 7 12 26
2. Opranuzanus




IToaroroBka k

JIEKIUH.
Pazpaborka u
3aIl0JIHEHUE
2.1 Ha3HaueHue W BHIBI YUETHBIX OPM. IToxroroska
ydeTa KOH(UICHIUATBHBIX PaspaboTtka YYETHBIX TTK-5. TTK-12
JIOKYMEHTOB. VYuer Mapuipyra JIOKYMEHTOB. HK-i? HK-,
HOCHTEJIEH BIDKEHHS IToaroroBka makera y
y 4 10 | 17 A n 20, TTK-26,
KOH(HICHIIHATLHON KOH(pHICHIIUAIbH JIOKYMEHTOB, JITTK-2, JTITK-
undopmarmu. JIBIDKeHHE BIX JOKyMEHTOB. YYETHBIX 6 OﬁK-l
KOH(HICHIIHAIBHBIX IMoxroroBka JIOKYMEHTOB, '
JIOKYMEHTOB U HX yYerT. Makera LITaMIIOB
JIOKYMEHTOB,
YUYETHBIX
JIOKYMEHTOB,
LITAMIIOB.
IToaroroBka k
JIEKITHH.
2.2 Homenkmnarypa 1
Odopmienne
KOHQUACHIMATEHEIX  JCI. HOMEHKJIATYPEI Odopmierne
PopmupoBane " en COCTaBﬂyepHI/Ie HOMCHKJI'I)aT BI J1ET IIK-5, [IK-12,
odopmrerne ! B.H enHeit  [Odo MneHIZé) najllceﬁ [IK-17, TIK-
KOH(HICHIIUATBHBIX  JICL. 3 8 12,1 OHH}S/IP CTa- oi VCHTOB U151 20, TIK-26,
ITogroroBka i oKy . AIIK-2, OTK-
3aBEpUTEIS JIeNa, ApPXUBHOTO
KOH(HICHIUAIBHBIX JICT W 6, OIIK-1
akra 00 XpaHEeHUs Jell.
JIOKyMEHTOB JUISI
YHUYTOXXCHUH
ApPXMBHOTO XPaHCHUS.
JIOKYMEHTOB U
hiccu
IToaroroska odopmieHue
ekuu. Padora OKYMEHTO
2.3 HasnaucHue, BUIBI H JICKIITH T AOKYMEHTOB, TIK-5, TIK-12,
KOMMCCHH TIO COTIPOBOKIAIOLINX
TPMHIATIBT TPOBCACHHA [IPOBEJICHUIO a00Ty KOMUCCUH TI0 TK-17, TIK-
MIPOBEPOK HaJIA4Yns 2 2 4 - OBI; P p l'[yOBe CHIEO 20, T1IK-26,
KOH(HICHIIHATBHBIX POBCP POBCI MIIK-2, OIIK-
KOH(UACHIMATILH | TPOBEPOK HAINYHS
JIOKyMEHTOB 6, OINK-1
BIX TOKYMEHTOB U | KOH(DHACHI[HATBHBIX
hicu JIOKYMEHTOB U JICJL.
HWroro no pazneny 9 20 331
Hroro 3a cemectp 16 32 59,1 320
TIK-5,T1K-
12,1TK-17,11K-
Hroro no aucrumianne 16 32 59,1 3a4eT ¢ OLIEHKOHI 20,11K-
26,JTITK-
2,JIITIK-6,0TIK

-1




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

[Ipu mnpoBeneHUM 3aHATUH W OPraHU3alUU CAMOCTOSTEIHHONW pabOThl CTYACHTOB
UCTONB3YIOTCS:  TPAaAMLIIMOHHbIE TEXHOJOIMHM OOyueHMs, [peAloJlararpue neperaqy
uHpOpMallMM B TOTOBOM BHUJE, (OPMHPOBAHME YYEOHBIX YMEHHH MO 00pasily: JeKIus-
U3JI0KEHUE, JIeKUUA-00bACHEHHE, IpaKTU4YeCKue pabdoThl, KOHTpOJbHas paboTa u Ap.
Hcnonb30BaHue TPaJWIMOHHBIX TEXHOJIOTUH OO0eCleYnBaeT OPHEHTUPOBAHHE CTYICHTa B
OTOKE MH(OpPMAIMM, CBS3aHHOM C pPa3IMYHBIMM IOAXOJAMU K OIPENENIEHUI0 CYIIHOCTH,
COJIepKaHuUs1, METOJIOB, (OPM Pa3BUTHS U CAaMOPa3BUTHSI TMYHOCTH; CAMOOTIPEIeIeHNE B BEIOOpE
ONTUMAJILHOTO IYTH U CHOCOOOB JTMYHOCTHO-IPO(PECCUOHATBHOTO Pa3BUTHS; CUCTEMATU3ALIIO
3HAHUH, TMONYYCHHBIX CTYACHTAMH B IPOIECCEe AyJUTOPHOM M CaMOCTOSATENBbHOW pabOTHI.
[IpakTnyeckue 3aHATUS OOECHEUMBAIOT PA3BUTHUE U 3aKpEIUICHME YMEHUH U HaBBIKOB
OlpeneNieHus] IeJed M 3ajJad CcaMOpa3BUTHS, a TakKe MPHUHATUS Hambosee 3((HEeKTUBHBIX
pEILIEHUH 110 UX PeaTu3aluu.

Peanu3zanus KOMIIETEHTHOCTHOTO MTO/IX0/1a IPEAYCMATPUBAET UCIIOJIb30BAaHUE B Y4EOHOM
nporecce AakTUBHBIX M HMHTEPAaKTUBHBIX (QOPM MPOBEIACHUSA 3aHATUH (KOMIIBIOTEPHBIX
CHUMYJISALIMK, JENOBBIX W POJIEBBIX WIP, Pa300p KOHKPETHBIX CHUTYyalldi) B COYETAHUH C
BHEAYAUTOPHOW paboOTON ¢ 1eablo GOPMUPOBAHUS U PA3BUTUSA NPOPECCHOHATIBHBIX HABBIKOB
o0yyJaroumxcsi.

IIpy OCBOEHMHM IUCLHMIUIMHBI MCIOJIB3YOTCS CIEAYIOLIME COYETaHHs BUAOB Yy4eOHOMH
paboThl ¢ MeTogaMu U GOpPMaMHU aKTHBU3ALMHU MTO3HABATEIBHON JEATEIIEHOCTH OaKalIaBpOB IS
JOCTH)KEHUS 3aIUIAaHUPOBAHHBIX PE3yJIbTaTOB 00yueHus U (OpMUPOBAaHUS KOMIIETECHIIMHI:

1. NadopmMannoHHO-pa3BUBAIOIINE TEXHOJIOTHH. V3ydeHne TeopeTudeckoro MaTepuaa
Ha JICKUUAX C MCIOJIBb30BAHMEM KOMIIBIOTEPHBIX TEXHOJOIM. CaMOCTOSATENBHOE H3Yy4YCHHE
crenuaibHON yueOHON 1 HayYHOMU JIMTEPATYPhl, BKIIIOUYas 3JI€KTPOHHBIE CpeAcTBa HH(POPMAIUH.

2. Pa3zBuBaronyie npo0ieMHO-OPHEHTUPOBAHHbIE TEXHOIOIUU. PaboTa Ha MpaKTHYECKUX
3aHATHSIX C aKTUBU3ALMEH MBICIMTEIbHOM aKTUBHOCTH, CIOCOOHOCTH BHIETH MpoOIeMy u
BBIOMpATh CIIOCOOBI ee pa3pelieHus (00mas JUcKyccHs, paboTa B KOMaHJ€ U UHIMBUAYyaIbHAs
JIeSATETLHOCTB ).

3. JINYHOCTHO-OPHEHTUPOBAHHBIE TEXHOJIOTUU OOy4YeHHs. YUeT YpOBHs CIIOCOOHOCTEH
oOydyaeMbIX M CO3JaHME YCIOBMM Ui pa3BUTHS WHIUBUAYAIbHBIX CHOCOOHOCTEH. OTO
JOCTUTaeTcs MyTeM IMoa0opa WHAMBHUIYANbHBIX 33/JaHUil M OOIIEHHs IpernojaBaTess Cco
CTyJEHTaMH B (OpMe UHANBUAYAIbHBIX KOHCYIbTAIIUH.

IIpu mpoBeAeHUU 3aHATHH M OpraHM3alUU CaMOCTOSITENBHOW padOoThl CTYJIEHTOB HC-
MOJIB3YIOTCS TAaK)K€ MHTEPAKTHUBHBIE TEXHOJOTUMH OOydYeHUs, MpeNIoiararoiie OpraHu3aluio
00y4YeHHsI KaK NMPOJYKTUBHONW TBOPUECKOH IEATETHLHOCTH B PEKUME B3aUMO/ICHCTBHSI CTYJICHTOB
JPYT C APYTOM H C IIPENIOIAaBATEIEM.

Jns NOCTHMIKEHHUs IIOCTaBJICHHBIX LEJIEW IMPENojaBaHUs NUCLMIUIMHBL PEAJM3YHOTCS
CJIeIyIOIlIKe CPEACTBa, CIIOCOOBI M OPraHU3alMOHHbBIE MEPOIIPHUATHS:

(] caMOCTOATEIIBHOE M3Yy4YEHHE TEOPETUYECKOIO Marepuanga JUCLHUILIUHBL  C
ucnois3oBanueM Internet-pecypcoB, uHGOpMaMOHHBIX 0a3, METOJUYECKHX pa3pabOToK,
CrielManbHOM y4eOHOM 1 Hay4dHOM JINTepaTyphl;

(] BBIMOTHEHNE MPOOIEMHO-OPUEHTUPOBAHHBIX, TIOMCKOBBIX, TBOPYECKUX 3aJaHHM.

OreHka 3HaHMN MPENCTaBIIsAET COOONW COBOKYIMHOCTh Pa3JIMYHBIX MOKazaTesed padoThl
CTyJI€HTa B TEYEeHHE Bcero mporecca oO0ydeHus. I[IpoMexyTOuHBIM KOHTpOJIb IO HUTOram
OCBOGHUS UCIMIUTMHBI BKITIOYAET 3a4eT C OLEeHKOi (7 cemecTp).

6 YueOHO-MeTOAUYeCKOe 00ecnieueHHe CaMOCTOSITeIbHOM padoThI 00ydyaoummxcst
IIpencrasneno B npuioxenuu 1.



7 OneHOYHBIE CPeACTBA AJIsl IPOBeICHHS POMEKYTOYHOM aTTeCTALMI
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAHYecKOe M MHPOPMAIMOHHOE 00ecnedyeHue JUCIUIITIMHBI (MOYJIs1)

a) OcHoBHas TUTEpaTYypa:

I'yryeBa, T. A. KondunaeHuuampHoe IeIONPOU3BOACTBO : yueOHoe mocodue / T.A.
I'yryeBa. — 2-e u3a., mepepad. u gomn. — Mockpa : UTHOPA-M, 2020. — 199 c. — (Bsicmiee
obpasoBanue: bakamaBpuar). — Www.dx.doi.org/10.12737/23514. - ISBN 978-5-16-012525-1. -
Tekcer : anekrponnslii. - URL: https://znanium.com/catalog/product/1048497 (nata oOparieHus:
26.08.2020). — PexxuM 0CTYIA: IO MOIITHCKE.

JlokyMeHTalmoHHOe obecrieyeHue ynpasienus : yueonuk / A. C. ['punbepr u ap. - M. :
IOHUTU-TAHA, 2011. - 1 snekrpon. ont. guck (CD-ROM). - 3aru. ¢ Turyi. skpana. - (YueOHas
auTeparypa TUTSt BBICIII. u cpen. pod. o0pas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427 .pdf&view=true (mata oopamenus: 25.08.2020). - MakpooOBEKT. - TEKCT : 37€KTPOHHBIIA.
- CBenenus noctynssl Takke Ha CD-ROM.

Anoxuna C. A. KypcoBas paboTa mo JOKyMEHTOBEICHUIO, apXUBOBEJICHUIO, OpraHHU3a-
UM U TEXHOJOTHH JTOKYMEHTAI[MOHHOTO OOecHeueHUs YIpaBieHUs [DIEeKTPOHHBIA pecypc] :
yuebHO-MeTouueckoe mocodue / C. A. Anoxuna, A. K. Makaposa, 1. B. Camapokosa ; MI'TYV. -
Maruautoropck: MI'TY, 2016. - 1 smektpon. ont. auck (CD-ROM). - Pexum goc-tyma:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130
337/2535.pdf&view=true . — MakpoOOBEKT.

0) JlonosiHuTEIbHAS JTUTEPATYpA:

BenukanoBa C. C. ApXuBBI MO JIMYHOMY COCTaBY [DIEKTPOHHBIN pecypc] @ ydeOHo-
meroanyeckoe nocobue / C. C. BenukanoBa ; MI'TY. - Maruutoropck : MI'TY, 2018. - 1
AIEKTPOH. OIT. JIICK (CD-ROM). - Pexum JOCTYyTIa:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514
334/3518.pdf&view=true . - MakpooobekT. - ISBN 978-5-9967-1154-3.

JIokyMeHTaIOHHOEe oOecrieueHue yrnpasienus: YueoHoe nmocooue / E.B. I'maauii. - M.
U1l PUOP: HULL Undpa-M, 2013. - 249 c.: 60x90 1/16. - (IIpodeccnonanbHOoe 00pa3oBaHue).
(meperuter) ISBN 978-5-369-01042-6 - Pexum JIOCTYTIA:
http://znanium.com/catalog/product/304633

Hoponuna, JI. A. Opra#uzanus ¥ TEXHOJOTHSA JOKYMEHTAIIMOHHOTO OOECTICUCHHSI
yIpasJie-Husl © y4eOHUK U MPAKTUKYM JIJIs akajeMudeckoro Oakanaspuata / JI. A. Jloponuna, B.
C. UputukoBa. — Mocksa : U3natensctBo HOpaiit, 2019. — 233 ¢. — (bakamaBp. AkajgeMude-
ckuit kypc). — ISBN 978-5-534-04568-0. — Tekcr : anekrponssiii // ObC HOpaiit [caiit]. —
URL: https://www.biblio-online.ru/bcode/433078 (marta obpamenus: 26.08.2019).

Kynsies, H. H. KonpuaennuansHoe AeIONPOU3BOJICTBO U 3AIIUIIEHHBIA 3JEKTPOHHBIH
JOKYMEHTO000pOT [DnekTponHbIi pecypc] : yueonuk / H. H. Kynses, A. C. JIémymikun, A. T.
®abpuunoB; mox obmr. pen. H. H. KynseBa. - Mocksa : Jloroc, 2011. - 452 c. - (HoBas
yHUBepcUTeTCKass Oubmuoreka). - ISBN 978-5-98704-541-1. - Tekct : snexkrponHsiid. - URL:
https://znanium.com/catalog/product/468998 (nara obparmienus: 26.08.2020). — Pexum goctyna:
IO TIOJIMTUCKE.

Koxymkosa H. B. Ctpyktypa nokymenta. Cuctembl JOKyMEHTAMK. Y HUPUITUPOBaHHAS
CUCTEMa OPTaHHW3aI[MOHHO-PACTIOPSIUTEILHON JOKYMEHTAIIMU: O0IIHue TpeOOBaHHUS K COCTaB-
JeHnt0 U oopMIIeHHIO [ DIEKTPOHHBIH pecypc] @ yueonoe mocodue / H. B. Kokymkosa ; MI'TV.
- Marnuroropck : MI'TY, 2016. - 1 sanektpoHn. ont. auck (CD-ROM). - Pexxum nocryma:



https://znanium.com/catalog/product/1048497
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true
https://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://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
http://znanium.com/catalog/product/304633
https://www.biblio-online.ru/bcode/433078
https://znanium.com/catalog/product/468998

https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true . - MakpooOBEKT.

Kabamos, C. F). DnekTpoHHOE MNPaBUTENBCTBO. DIJIEKTPOHHBIA JTOKyMEHTOOOOPOT.
Tepmunbl u onpenenenus : yue6. nocobue / C.1O. Kabamos. — Mocksa : UTHOPA-M, 2019. —
320 c. — (Bricmiee obOpaszoBanue: bakamaBpumar). - ISBN 978-5-16-006835-0. - Tekcr :
snektpounsii. - URL: https://znanium.com/catalog/product/1002479  (mata oOparieHus:
26.08.2020). — Pexxum rocTyma: 1mo moImIcKe.

B) MeTonuyeckue ykazaHusi:
IMTPNJIOXKEHUE 3

r) [Ilporpammuoe ooecneuenue u MHTEpHET-pecypChl:
http://archives.ru ®denepanbhoe apxuBHOe areHTCTBO PD (Pocapxus)

IIporpammHoe o0ecnieueHue

HaunmenoBanue o
1o Ne norosopa Cpok aeicTBus JTULIEH3UN

MS Windows 7
Professional(nna  |/1-1227-18 ot 08.10.2018 11.10.2021
KJIACCOB)
MS Windows 7
Professional (ms  |[-757-17 ot 27.06.2017 27.07.2018
KJIACCOB)
MS Office 2007 |y, 135 41 17.09.2007 Gecepoumo
Professional
7Zip CBOOOJTHO OeccpouHO
FAR Manager cBO0OOIHO 06eccpoyHO
Adobe Reader CBOOOJTHO 0ecCpoUHO

IIpodeccnonanbubie 0a3bl JaHHBIX H MH(POPMAIMOHHBIE CIPABOYHbIE CHCTEMbI

Haspanwne xypca

CchUika

9J'IeKTpOHHaSI Oa3a NEpUOANYCCKUX U3IaHUI

https://dlib.eastview.com/

HHACKC HayyHoro nutuposanus (PYTHIL)

East View Information Services, OOO
HanuonansHas HH(OPMAIIMOHHO-
aHamuThueckas cucremMa — Poccuiickuit|URL: https://elibrary.ru/project risc.asp

ITouckoBass cucrema Axagemus Google
(Google Scholar)

URL: https://scholar.google.ru/

Nudopmannonnas cucrema - EnuHoe OkHO
J0CTyna K MH(QOpMaIMOHHBIM pecypcam

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

Poccuiickas T'ocymapcTBeHHass OuOIHOTEKa.
Karasorn

https://www.rsl.ru/ru/4readers/cataloques/

DOneKkTpoHHBIE pecypchl Oubmmoreku MITY
uM. I'.11. HocoBa

http://magtu.ru:8085/marcweb2/Default.asp

denepanbHblii  00pa30BaTENbHBIN  MOpTA
Oxonomuka. Cormuonorus. MeHe [)KMEHT

~ |nttp://ecsocman.hse.ru/

VYHuBepcuTeTcKas MHPOpMaIMOHHAs CUCTEMa
POCCHA

https://uisrussia.msu.ru

MesxayHapoaHas HayKOMETPHYECKas
pedepatuBHas ¥  TOJHOTEKCTOBas  0asa
JIAaHHBIX Hay4HbIX n3nanuii «Web of sciencey

http://webofscience.com

MexnyHapoHas pedepatruBHas u
MOJIHOTEKCTOBAsl _CIpaBodHas 0a3a JaHHBIX

http://scopus.com



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
http://archives.ru/
https://dlib.eastview.com/
https://elibrary.ru/project_risc.asp
https://scholar.google.ru/
http://window.edu.ru/
https://www.rsl.ru/ru/4readers/catalogues/
http://magtu.ru:8085/marcweb2/Default.asp
http://ecsocman.hse.ru/
https://uisrussia.msu.ru/
http://webofscience.com/
http://scopus.com/

Mexnynapoanas 6a3a MOJIHOTEKCTOBBIX
»KypHaioB Springer Journals
MexnayHapoiHas KOJUIEKUHSI Hay4dHBIX
IIPOTOKOJIOB MO Pa3JUYHBIM OTPACISIM
Mexnynaponnas 06a3za  CIpaBOYHBIX
W3JaHWI 110 BCEM OTpacisiM 3HaHHUHU
Mexnaynaponnass — pedepaTUBHas U
HOJIHOTEKCTOBas  copaBounas  Oasalhttps://www.nature.com/siteindex
JIAHHBIX HAYUYHBIX M3JaHui _«Springer
ApxuB Hay4HBIX KYpHaJIOB
«HarnuoHanbHbIH snekrponno-|https://archive.neicon.ru/xmlui/
nHGOpMaIMOHHbBINA KoHIopuuym» (HIT
WNnpopmanronHas cucremMa -
HopmatuBHbie MIPaBOBbIE aKTBhI,
OpraHU3aIMOHHO-PACTIOPSIUTEIbHBIC
JIOKYMEHTBHI, HOpPMAaTUBHBIE u
METOIMYECKHE JIOKYMEHTBI u
Nudopmanmonnas cucrtema - bank
JTAHHBIX YIpo3 0E30IMacHOCTH
9 MaTepHaJbLHO-TEXHHYECKOE o0ecneuyeHne TUCIHIINHBI (MOMLYJIfA)

http://link.springer.com/

http://www.springerprotocols.com/

http://www.springer.com/references

https://fstec.ru/normotvorcheskaya/tekhnicheskaya-
zashchita-informatsii

https://bdu.fstec.ru/

MarepuanbHO-TEXHHUECKOE 00ecIieueHNe JUCIUTUINHBI BKITFOUACT:

Y4eOHble ayaUTOPUM [N TPOBEIEHUS 3aHATUNA JeKuuoHHoro tuma: Jlocka,
MYJIbTHMEINIHBIE CPEICTBA XPaHEHHUS, IEPEIauH U MPEICTaBICHUS HHPOPMALIUH.

VY4yeOHble ayIUTOPUM JUId NPOBEAEHUS MNPAKTUUECKUX 3aHATUH, TIpPYNIOBBIX U
WH/IMBUIYAJIbHBIX KOHCYJIBTAINH, TEKYIETO KOHTPOJIS M MPOMEKYTOUHOM aTTectanuu: Jlocka,
MyJIBTUMEUUHBII TPOEKTOp, IKpaH, MepcoHanbHbe KoMmImbloTepbl ¢ makerom MS Office,
BBIXOJIOM B IHTEpHET U ¢ IOCTYIIOM B 3JIEKTPOHHYIO HH()OPMAIIMOHHO-00pa30BaTEebHYIO CpeIy
YHHUBEpCHUTETA

VY4eOHbIe ayTUTOPHUU TSI BHITOJHEHHSI KYpPCOBOTO MPOEKTUPOBAHHMS, TIOMEICHHS IS
CaMOCTOSITENIbHOM paboThl oOydatonuxcs: [lepconanbubie kKommbloTepsl ¢ maketom MS Office,
BBIXOJIOM B IHTEpHET U ¢ IOCTYIIOM B 3JIEKTPOHHYIO HH()OPMAIIHOHHO-00pa30BaTEebHYIO CpeIy
YHHUBEpCHUTETA

[Momemenuss At caMoCTOSITENbHOW — paboTel  oOywarommxcsi:  IlepcoHanbHBIC
xoMnbroTepsl ¢ makerom MS Office, Beixomom B MHTEpHET M C JOCTYIIOM B JJICKTPOHHYIO
nH(pOPMAITMOHHO-00Pa30BATENBHYIO CPEAY YHUBEPCUTETA

[Tomemenne s XpaHeHMS M NPO(PUIAKTHYECKOrO 0O0CTYyXKHMBaHUS Yy4eOHOTO
obopynoBanus: [lkadel mamsa xpaHeHUsT y4eOHO-METOIUYECKOW TOKYMEHTAllud, Y4eOHOTO
00opymoBaHus 1 y4eOHO-HATIISITHBIX TIOCOOUH.
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I[MPUJIOXXEHMUE 1

Y4ueGHO-MeToANYecKoe 0GecedyeHrne CAMOCTOATEILHOM PabOThI 00YIaI0IUXCA

Ilepeuens mem 013 n0O20MOBKU K CEMUHAPCKUM 3AHAMUAM:
Tema 1.1. Konguoenyuanovuas ungpopmayus u ee 8uovl

1.
2.
3.

Bupl nnopmaiuy B 3aBUCHMOCTH OT KaTETOPUH JIOCTYIa

[Iepeuennb cBelIeHMI, COCTABISAIONIUX TOCYJAPCTBEHHYIO TAHY

[lepeuenb cBeneHWM, HE MOJJIEKANUX OTHECEHHIO K TOCYJApCTBEHHOM TailHE |
3aCEKPEUHBAHUIO

[lepeuens cBeneHuil KOHQUACHIMAIBHOTO XapaKTepa

[lepeuenp cBeneHUil, HE TMOMJIEKANIMX OTHECEHUIO K CIy)KeOHOH wuHbOopMamu
OTPAHUYEHHOTO PACTIPOCTPAHCHUS

Buapl undopmaruu, He mojIeKaimue OTHECEHHUI0 K KOMMEPYECKOH TaitHe

Mepsl 110 oxpaHe KOH(DHUICHIIMATILHOCTH HH(OPMAITUU

Tema 1.2. Opeanuzayus KOHGUOSHYUATLHO20 0eONPOU3B00CMEA

1.
2.
3.

[Tpu3Haku KOHPUAESHIINATHLHOTO JIETIOMPON3BOICTBA

CooTHollIeHnE KOH(i)I/II[eHHI/IaJH)HOFO 1 OTKPLITOI'O ACJIOIMPOU3BOJACTBA

IlepeueHp HEOOXOAMMBIX HOPMATHUBHBIX JIOKYMEHTOB [UIsl (YyHKIIMOHUPOBAHMSI
KOH(HICHIINATHHOTO ISTTONPOU3BOJICTBA.

Tema 1.3. Komnaexc mep no 3awume KoHghuoeHyuaivHou uHgpopmayuu

1.
2.
3.

4.

CxeMbl CTPYKTYpHOH OpraHu3aliy KOH(QHIEHIIMAIBHOTO 1EJI0MPOU3BOICTBA
Coneprkanue nepevHs BUJ0B HHPOpMaUK KOH(PUIECHIIMATBHOTO XapakTepa
ConepxaHue mepeyHsl JOKYMEHTOB, COAEPKAIIUX MH(POPMALNIO0 KOH(UAECHIIUAIBHOTO
Xapakrepa

Crnrcok paOOTHUKOB OpPraHM3alliy, UMEIOIIUX MPaBO JOCTyNa K KOH(UICHIHATIbHBIM
JIOKyMEHTaM

Tema 1.4. Cucmema 0ocmyna K KOH@UOEHYUATbHLIM OOKYMEHMAM

1

2
3
4

TpeboBanus k pazpaboTKe CHCTEMBI I0CTyNa K KOH(PUACHIUATIBHBIM JT0OKyMEHTaM

JIOCTyN K MalIMHHBIM HOCUTEJISIM KOH(UICHIIMATBHOM HH(pOopMauu

Odopmiienne pasperieHus Ha JOCTYH K KOH()UIEHIIMANbHBIM JOKYMEHTaM

ITorHOMOUMS AOJDKHOCTHBIX JIMI] IO PaspClICHUIO JOCTyIlla K KOH(bI/I)IeHIII/IaJ'II)HI)IM
JIOKyMEHTaM

[TonoxxeHue o cucreme 10CTyMa K KOHQUICHIMATBHBIM JOKYyMEHTaM

Tema 1.5. Pexcum coxpanHocmu KoOHpuOenyuaibHulx 00KYMeHMOo8

1.
2.

&

TpeboBanust K MTOMEMICHUIO MOpa3ieleHus] KOH(DUIEHITUAILHOTO IeTONPOU3BOICTBA
TpeboBanust K OKHaM MOMEIIEHUN KOHPHUACHIIUATHHOTO JEIOMPOU3BOJCTBA, BXOIHBIM
JIBEPSIM MTOMEIIEHUH U IK3EMIUISIpaM KIIFOYEH OT HUX

[Topsmok oOpaitieHus: ¢ KOHPHUIEHITUATBHBIMU TOKYMEHTaMU

VYyer XxpaHuIuIl U KIIF0YEH OT HUX

VYyet HapymeHu# nopsaka oopameHus ¢ KOHPUACHITNATBHBIMUA TOKYMEHTAMU

Tema 1.6. OmeemcmeeHHoCmb 3a pazeiauierue céedeHUll KOHQUOSHYUATbHO20 Xapakmepda

1.

I[I/ICL[I/IHJII/IHapHaSI OTBCTCTBCHHOCTL 3a pPa3rjlalliICHUC CBC,Z[GHI/If/'I KOH(l)I/II[eHHI/IaJIBHOI‘O



Xapakrepa
2. MarepuanbHass OTBETCTBEHHOCTh 3a pasIJIAllIeHWE CBEACHHH KOH(HUIACHIIMAIHLHOTO

Xapakrepa

3. AZMUHUCTpATHBHAsI OTBETCTBEHHOCTb 3 pas3TiallleHue CBEJICHUN KOH(UICHIINAIBHOTO
Xapakrepa

4. I'paxxaaHCKO-TIpaBoOBas OTBETCTBEHHOCTh 3a pasriamieHue CBEICHUU

KOH(UICHIIMATBLHOTO XapaKTepa
5. YrojoBHass OTBETCTBEHHOCTb 3a pasrjalleHue CBEAEHUN KOH(UICHIIMATIBLHOTO
xXapakTepa

Tema 2.1. Hazunauenue u 8uovi yuema KOH@OUOESHYUATbHBIX OOKYMEHMOo8. Yuem Hocumernetl
KOHUOeHyuabHou ungopmayuu
1. TIponemypsbl, BHITOJHIEMEBIC ITPU yIeTe KOH(DUICHITNAIBHBIX JOKYMEHTOB
2. CBejieHUs, BKJIIOYAEMbIC B YYETHYIO (DOpMy MpH perucTpanud KOH(UICHIHUATBHBIX
JIOKYMEHTOB
3. 3ajgaum ydera HOCUTENCH KOHPUACHIIMAILHON HHPOPMAITUU
Bupl OyMaKHBIX M MAIIMHHBIX HOCUTENICH KOH(DUACHIIMAILHOW HHPOPMALIUU

e

5. PexBu3uThI, 0hopMIiIsieMble Ha HOCUTEISIX KOH(DHUICHIINATBHON HH(pOpMaun

Tema 2.2. J[gudicenue u30asaemvlx KOHPUOESHYUATbHLIX QOKYMEHMO8 U UX Yiem
1. Opranuzanus KOHQUAECHINATIBLHOTO JOKYMEHTO000pOTa
Cranun KOH(PUISHINATBHOTO JOKYMEHTO000pOTa M UX JIOTHUECKOEe 000CHOBaHHE
OdopmneHre peKBU3UTOB U3/1aBa€MbIX KOH(MUICHIIMATBHBIX JOKYMEHTOB
I'pudbl orpanndenus qocTyna K JOKyMEHTaM
VY4er 4epHOBUKOB U MPOEKTOB KOH(PHICHIIUATBHBIX TOKYMEHTOB

ok~ wd

Tema 2.3. Ionyuenue u omnpasieHue KOHGUOEHYUAILHBIX OOKYMEHMO8 U UX YUem
1. TTomyueHue U BCKPHITHE MAKETOB KOH(PHUICHIIMATBHBIX JOKYMEHTOB
2. OdopmiieHre PEKBU3UTOB TPU TOCTYIUIEHUH KOH(PUICHIIHATBEHBIX TOKYMEHTOB
3. OdopmiteHre peKBU3UTOB MIPU OTIPABICHUH KOH(PHICHIIMATHHBIX JOKYMEHTOB

Tema 2.4. Yuem koHuOenyuanbHvix 00KyMeHmo8 8bl0ei1eHHO20 XPAHEHUS
1. Bujbl JOKYMEHTOB BBIJICIICHHOTO XPaHEHUS
2. OdopmiieHHE YI€THOTO HOMEpa Ha JIOKYMEHTaX BBIZICICHHOTO XPaHEHHUS
3. CHsTHE TOKYMEHTOB C y4eTa BbIICICHHOTO XPaHCHHUS
4. Kaprouka yuyera BpeMEHHOH BbIJIa4M IOKyMEHTa

Tema 2.5. Yuem xonuposanus KOHGUOEHYUATLHBIX OOKYMEHMO8
1. OcobenHocT  y4era W UW3TOTOBJIEHHMS  JIOTIOJIHUTENBHBIX  JK3EMIUISIPOB
(TUpaXupoBaHUA) KOHDUICHIUAIBHBIX IOKYyMEHTOB
2. OcobeHHOCTH y4eTa U CHATHS KOMUH ¢ KOH(QHIEHIIMAIbHBIX JOKYMEHTOB
3. OcobeHHOCTH y4eTa M MPOU3BOACTBA BHIITUCOK U3 KOH(PHICHIIMATIBHBIX JOKYMEHTOB

Tema 2.6. Homenxnamypa konguoenyuanbruix oen. Popmuposanue u ogpopmienue
KOHMUOEeHYUAIbHBIX Oell

1. OcoOeHHOCTH COCTaBJICHHUS U BEICHHSI HOMEHKIIATYPhl KOH(PUACHIIHATBHBIX JEIT

2. IlpuHnumbe 1 0co0eHHOCTH (OPMUPOBAHUS KOHPHUICHIIMAIBHBIX JOKYMEHTOB B JIejia



3. OcobenHnocTtu opopmiieHUsT 00JI0KKHU KOHPHUICHIIMAIBHOTO J1eT1a
4. Ocobennoctu opopmieHrs: BHYTPEHHEH onrcH KOH(PHUICHIIMATIBHOTO J1ea
5. Ocobennoctu 0(hopMIICHUS JIMCTA-3aBEPUTENS KOH(PUACHIIMATBEHOTO JeTa

Tema 2.7. I[loocomoska KoH@UOEHYUATbHBIX Oell U OOKYMEHMO8 OJisl APXUBHO20 XPAH eHUs.
1. DkcrepTr3a HEHHOCTH KOHPHICHIIUATBHBIX JIeJT B TOKYMEHTOB
2. DKcrepTu3a [EHHOCTH TIOKYMEHTOB BBIZCJICHHOTO XPaHCHHUS
Kpurepuu 1IeHHOCTH TOKYMEHTOB
Pabota 3kcriepTHON KOMHCCHH, IIPOTOKOJT 3aCEIaHus IKCIIEPTHON KOMUCCHU
CocraBjieHHE ONUCeH KOHPHUACHIIMATBHBIX T ISl IepeIaun Ha apXUBHOE XPaHCHUE

IS

YHHUUTOXEHHE JOKYMEHTOB, Je] U HOCUTENeH HH(OpMaIiH

Tema 2.8. Haznauenue, 6uobl u NPUHYUNbLL NPOGEOEHUs NPOBEPOK HAUYUA KOHPUOEHYUANbHBIX
O0OKYMeHmos
1. IIpoBepkn NPABWIBHOCTH MPOCTABJICHHUS PETUCTPALMOHHBIX JaHHBIX HOCHUTEIEH,
JOKYMEHTOB, JIe]l U YYETHBIX KYPHaJIOB
2. IIpoBepkn TNpPaBWIBHOCTH IPOCTABICHUS OTMETOK O JBMXKCHUH HOCHTEIECH,
JOKYMEHTOB H JIeJ, HE3aBHCUMO OT BPEMEHH MX PEruCTpaluu
3. IlpoBepku (aKTUUIECKOTO HAIWYHSI BCEX HOCUTENECH M BCEX HE MOJIIUTHIX B JIea U HE
NEPEeBEICHHBIX HAa Yy4YeT BBICJICHHOTO XpPaHEHHUS W3JaHHBIX W MOCTYIMUBIIMX
JIOKYMEHTOB, HE3aBUCUMO OT BPEMEHH MX PErUCTpaliy (KBapTaJbHBIC POBEPKH )
4. TlpoBepka (haKTUUECKOTO HAIUYMs BCEX [eJl, IOKYMEHTOB BBIJEIEHHOIO XpaHEHUs U
YUYETHBIX )KYPHAJIOB (T0J10Bast MPOBEPKA)

Memoouueckue pexomenoayuu 01 NOO2OMOBKU K CEMUHAPY
JIJ1s HOATrOTOBKY K CeMHUHApy He0OXO0MMbI 3HaHHUS JIEKIIMOHHOTO MaTepuana u
CaMOoCTOsITeNIbHAs MPOPabOTKa OTIOHUTEIFHON JINTEpaTyPbl © HOPMATUBHBIX HCTOUHUKOB.

Ilpumepnuwiii nepeuens mem peghpepamos:
1. Kommepueckas matina
Cnyorcebnas mavina
T'ocyoapcmeennas maiina
Tatina meneghonuvix u menecpaguwvix coooujeHut
Tatina cneocmeus
Taiina cosewanus cyoetl

ok wbdE

Taiina cosewjanus npucsadicHvix 3acedamenell

7. Tatina ceedenuti o nomepnesuiux, ceuoemeneil U UHbIX YUACMHUKOS )20]I08HO20
cyoonpouszeo0cmea

8. Aosoxamckas matina

9. Homapuanvuas matina

10. Fhawukosckas maiina

11. Hanoeosas maiina

12. Bpauebnas maiina

13. Tauina nepenucku

14. Ilepcomnanvruvie danHvie

15. Boennasa maiina

16. Tauna xpeoummnoii ucmopuu



17. Cemetinas u nuunas matinel

18. Tatina ucnoseou

19. Taiina ycvinosnenus pebenka

20. JKypnanucmckas mavina

21. Cseodenus o cywHocmu u300pemenusi, NOAE3HOU MOOeIU Ul NPOMBIULIEHHO20
obpasya 00 ohuyuanbHol nYoIUKAYUU UHGOPMAYUU O HUX

Memoouueckue pekomenoayuu no HANUCAHUIO U 3awjume peghepamos

B pedepare nomkHO ObITH NpeCTaBIEHO NOAPOOHOE ONKMCAaHUE BHIOPAHHOTO BU/IA TalHbI
(kaTeropuu; 3aKOHOJATENIbHbIE aKThl, PETYJINPYIOIINE OTHOLIEHUS, CBA3aHHbBIE C BUJIOM TailHbI
OrpaHMYEHUS Ha paCIPOCTPaHEHUE, Ha IIepeiady; IPUMEPHI U Ip.).

TexcT nomkeH coiepX aTh IMOJACTPOYHBIE CCBUIKM Ha MCIOJIb30BAaHHBIE HCTOYHUKU
uHpopmanuu, opopmiieHHsie B coorBerctBuu ¢ ['OCT P 7.0.5-2008 «bubnuorpapudeckas
ccbuika. Ob1re TpeGoBaHUs U ITPaBUila COCTABICHUSD.

Crpanunpsl pedepata HyMEpyrTcs apaOCKUMH Lu(ppaMu C COOJIIOJICHMEM CKBO3HOM
HyMepaluu 1o BceMy TekcTy. Homep crpaHMilbl IpOCTaBisieTcs MO LIEHTPY BEPXHEro Mot
CTpaHUIIBI.

3amurta pedepara OCYIIECTBISETCS Ha NPAKTHUYECKOM 3aHATHH, BO3MOXKHO C
MCII0JIb30BaHUEM TPE3EHTALIUU.

Tecmut 013 camonpogepku:
Pazoen 1. Cywgnocmo u ocobennocmu KOHQPUOEHUUATbHO20 0€10NPOU3BO0CHIEA

1. Kakoii TOKyMeHT oIpenieNsieT nepeueHb CBEICHNH, COCTaBIIAIOUINX IOCYIapCTBEHHYIO
TaliHy?

a) ITocranosnenue IlpaButensctBa P® ot 11.02.2008 Ne 138 «O mepeuHe cBeaeHHUH,
OTHECEHHBIX K FOCYIapCTBEHHO! TaillHEY;

0) Va3 IIpesunenta PO ot 30.11.1995 Ne 1203 «O06 yTBep>KIEHUH MEpPEUHs CBEACHUM,
OTHECEHHBIX K FT'OCYJapCTBEHHOMN TallHE;

B) [locranoBnenue IlpaBurensctBa PO ot 23.11.1996 Ne 18 «O0 yTBepK/1€HUU MEPEUHS
CBEJICHM, COCTABIISAIOLIUX IOCYAAPCTBEHHYIO TalHY»;

r) Yka3 Ilpesunenta PO ot 11.02.2006 Ne 90 «O mepeuHe cBeleHHI, OTHECEHHBIX K
rOCYIapCTBEHHOW TaHE.

2. Kakue cBesieHUs COCTABISAIOT IOCYIapCTBEHHYIO TaitHy?

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

0) cBelleHUsI B BOGHHOM 00J1acTH;

B) CBEICHUS B 00JIACTH BHYTPUIKOHOMHUYECKOHN AESITETbHOCTH FOCY/1apCTBa;

I) CBEJCHHUS B 00JIaCTH pa3BelbIBaTENIbHOM, KOHTPpPa3BeAbIBATEIIbHON M ONEPaTUBHO-
PO3BICKHOM AESTEIBbHOCTH;

1) CBE/IEHUS B 00JIaCTH HaYKU, M300PETEHHUI U MOJIE3HBIX 00Pa3lloB TEXHUKH;

€) CBe/IeHUS B 00JIaCTH BHEIIHEH MOJMTUKU U SKOHOMHKH;

3. Kax ®enepanbubiii 3akoH ot 27.07.2006 Ne 149-®3 «O6 wundopmaruu,
WHOOPMAIIMOHHBIX ~TEXHOJIOTHSIX HM O 3amuTe WHGOPMAIUW»  ONpECNIeT IOHSATHE
«KOH(UICHIIUATILHOCTH HHOPMAITUN»?



a) o0s3aTeNbHOE /ISl COOTIOIEHHS ONIEPaTOPOM WIIM MHBIM JIUIIOM, TTOJTyYHBIIHM JOCTYI
K MHpOpManuu, TpeOOBaHHE HE JOMYCKAaTh €€ paclpocTpaHeHHus Oe3 coryiacusi cyObeKTa Win
HAJIMYMS NHOTO 3aKOHHOTO OCHOBaHUS;

0) O3HAKOMJIEHHE ONPEAETCHHBIX JIUI C KOH(HUICHIMAILHONH HH(OpManuei, TOIBKO ¢
coryacusi ee oOjanmaTens WIM HAa MHOM 3aKOHHOM OCHOBAaHUHM TPH YCJIOBUH COXPaHEHUS
KOH(UACHIIMATBHOCTH 3TON HH(POPMAIIH;

B) NPaBOBBIC, OPraHU3AIMOHHBIC, TEXHUYECKHE W HWHbBIC NMPHUHHUMaeMble o0JagaTenemM
uH(pOpPMAIMU MEPEHI IO €€ OXPaHe;

r) oO0s3aTenbHOE JUIS BBINOJIHEHHS JIMIIOM, IOJYYUBIIUM JOCTYI K OIpPEAEICHHON
uHpopmanuu, TpeboBaHKE HE MepeaaBaTh TaKy0 HHOOPMAIMIO TPETHUM JIMIIaM 0e3 coriacus ee
oOnagarens.

4. Kakoil TOKyMEHT orpeaeisieT BUaAbl KOHQUICHINAIBHOW HHPOpMaun?

a) [locranoBnenue [IpaButenbctBa PO ot 11.02.1997 Ne 118 «O06 yTBep>kKIeHUH BUAOB
KOH(pHICHIIMAIbHON HH(DOpMaIUn»;

0) Yka3 Ilpesugenta P® ot 06.03.1997 Ne 188 «O6 yrBepxknenun llepeuns: cBemeHuii
KOH(UICHIIMATLHOTO XapaKTepay;

B) [locranoenenne IlpaButenscrBa PD or 11.02.2006 «O6 yrBepxknenun llepeuns
CBe/ICHUI KOH(UACHIIMATLHOTO XapaKTepay;

r) Yka3 IIpesunenta PO ot 23.11.2006 «O Bumax mHbopMarmu KOHPHUACHIHNAIHEHOTO
XapakTepay.

5. Kakasg cocraBismiomas OTIMYaeT KOH(MUACHUIMAIBHOE JENONPOU3BOACTBO  OT
OTKPBITOT'O JIEJIONPOU3BOACTBA?

a) 3alIMTa cojiepkaiieiics B KOHQHUISHIMAIbHBIX JOKYMEHTaX HH(OpMAIUH;

0) J1OKyMEHTHpPOBaHKUE KOH(PHIEHIIMATBHON HH(OpMALIUH;

B) opraHu3aiusi paboThl ¢ KOHPUACHITUATHHBIMH JIOKYMEHTAMU,

I') perucTpanys KOHQUICHIMATbHBIX JOKYMEHTOB.

6. Kakume HOpMaTHBHBIE JOKYMEHTHl YCTAaHABIMBAIOT E€IUHBIA MOPAJOK CO3/JaHUS,
00pabOTKH, XpaHEHUS U UCTIOIb30BaHUS KOH(UICHIMAIBHBIX IOKYMEHTOB B OpraHu3aluu?

a) CIMCOK pabOTHUKOB OpPraHU3aIMM, UMEIOIIUX MPaBO JAOCTYHa K KOH(PHIECHIMAIbHBIM
JIOKYMEHTaM;

0) mepedeHb HEPETUCTPUPYEMBIX JOKYMEHTOB;

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

T) MepevyeHb JOKYMEHTOB, COAepKanux HHGOpMAIHO KOH(DHUICHIIMATIEHOTO XapaKTepa;

1) HHCTPYKIIHSI TIO JIETONPOU3BO/ICTBY;

€) rmepeueHb BU0B HH(POpMaIMK KOH(DUIEHIINAILHOTO XapaKTepa;

) epevyeHb YHU(PUIIMPOBAHHBIX (OPM KOHPHIECHIIMATBHBIX JOKYMEHTOB.

7. B COOTBETCTBHHM C KaKUMH CHEIHAIbHBIMU JOKYMEHTaMH JEHCTBYeT ciyx0a
KOH(HICHIIMATIBHOTO IETOIPOU3BOJICTBA?

a) TMOJIOKEHHE O CITY)0€ KOH(UIECHITNATHLHOTO JACIONPOU3BOICTBA;

0) UHCTPYKITUSA O TIOPSAJIKE padOTHI C KOH(UICHIIUATLHBIMU JOKYMEHTAMU;

B) JOJDKHOCTHBIC HHCTPYKITUN PAOOTHUKOB;

T') IpaBUJIa BHYTPEHHETO TPYOBOTO PACTIOPSIKA.


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

8. I'me 1oKHBI XpaHUTHCS 3allacHbIC HK3EMIUIIPbl KIIOYEH OT MOMENIECHUM
KOH(UICHIIMATLHOTO JCJONMPOU3BOICTBA, PACIANIHBIX METaJUIMYECKUX PEHIeTOK Ha OKHaXx,
ceiidoB u mkagpo?

a) B KaOMHETE y PYKOBOJUTEIIS OPraHU3aluu;

0) B OIlEYaTaHHBIX HOMEPHOH TIeYaThI0 MEHAJaX WM KOHBEPTax TNOJpa3aCICHUS
KOH(HICHIIHATHHOTO JICTIONPON3BOJICTBA UM B CIIY)KOE 0€30IMacHOCTH.

B) B OIICUATaHHBIX TICHAIAX MM KOHBEPTaX Ha BaxTe,

T) B ceiidpe B Oyxrajrepum.

9. Kak odopmisercss paspemieHne Ha JOCTyH K IOCTYNMUBIIUM WM HW3JaHHBIM
KOH(HICHIIMATBHBIM TOKyMEHTaM?

a) Ha 00OPOTHOM CTOPOHE JOKYMEHTA B BHJI€ LITAMIIA;

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

B) B BUJIE «IpH(a COTIIaCOBaHU»;

r) B popme pe3osonun Ha JOKYMEHTE.

Pazoen 2. Opzanuzayus KOHQUOEeHUUATLHO20 OOKYMEHMO0O0poma

1. KakoBa ocHOBHasl Li€JIb y4eTa KOH(UICHIIMAIBHBIX JOKYMEHTOB?

a) perucrpanus KOHQHUIESHIINATBHBIX JJOKYMEHTOB;

0) obOecnieueHne (U3HYECKON COXPAHHOCTH, KOMIUIGKTHOCTH W  IEJIOCTHOCTH
KOH(UICHIIMATBHBIX JJOKYMCHTOB;

B) obecrieyeHue MoATMHHOCTH KOH(PHICHIIMATbHBIX JOKYMEHTOB;

r) hopMupoBaHue KOH(PUIEHITNATBHBIX JOKYMEHTOB B JIeJa.

2. I'me mpocraBisieTcsl WTaMIl ¢ YKa3aHHMEM YYETHOTO HOMEpa M KOJIMYECTBA JIMCTOB
KOH(HIEHIIUATBHBIX JJOKYMEHTOB?

a) B BEpXHEM IIPaBOM YTJy KaKJOT0 JIUCTa TOKYMEHTA;

0) B BEpXHEM JIEBOM YTy KaXJ0I'0 JIMCTa JOKYMEHTA;

B) B BEPXHEM IPaBOM YTy TOJIbKO MEPBOTO JIUCTA TOKYMEHTA;

') B BEPXHEM JIEBOM YTJIy TOJIBKO EPBOIO JUCTA JOKYMEHTA.

3. Kakas wundopmainus yka3plBaeTcsi Ha OOJIOKKax pabouyux M CTEHOrpadu4ecKux
TeTpaaei?

a) rpu¢ KOH(PUIEHINATBHOCTH, (PaMUIHS U MTHULUAIIBI HCIIOTHUTEINS, CPOK XPaHEHUS;

0) rtpud KOHPUIACHIUATHLHOCTH, KOJUYECTBO JIUCTOB, (amMuwinsd ¢ WHUALHAAIBI
WCIIOJTHUTEIIS;

B) BUJ HOCUTENS, TpU( KOHGUICHIMATEHOCTH, KOJIMYECTBO JIUCTOB;

I') BUJ HOcUTENsI, rpu( KOH(UISHIINATbHOCTH, (PaMUIIHS U MHUIHAIBI UCTIOJIHUTESL.

4. Jlo Hayana COCTaBJIeHHS TeKCTa KOH(DUIECHIIMATEHOTO TOKYMEHTA TPOBOIUTCS
oreparus:

a) perucTpanuu KoH(OUICHIINATILHOTO JOKYMEHTA;

0) perucTpanuu HOCUTENS KOH(UISHIINATLHON HHPOPMAIIIH;

B) PETUCTPAIMH MTaKeTa MOCTYIHUBIIETO TOKYMEHTA;

T') COTJIaCOBaHME TEKCTa KOH(UICHIINATHLHOTO JOKYMEHTA.



5. Ecniu KoHUIeHIMATBHBIA JOKYMEHT IledaTaeTcs C YepHOBHKA, Kakas nHopManus
yKa3bIBAETCs Ha IEPBOM JICTE YEPHOBUKA?

a) KOJINYECTBO HEOOXOAMMBIX IK3EMIUIIPOB MPOEKTA JOKYMEHTA, KOJHYECTBO JINCTOB
YEepPHOBHUKA;

0) KOJIMYECTBO JIMCTOB YSPHOBHKA, (DaMIIIUS HCIIOTHUTEIIS;

B) KOJIMYECTBO HEOOXOANMBIX IK3EMILISIPOB IPOEKTA TOKYMEHTA, (haMUIns
UCTIOJTHUTEIIS;

I') KOJIMYECTBO HEOOXOIMMBIX SK3EMIUIIPOB ITPOCKTA JTOKYMEHTA, (haMHIIHS UCTIOTHUTEI,
KOJIMYECTBO JIMCTOB YEPHOBHKA.

6. I'ne mpocTaBinsieTcs yueTHbIH HoMep U Ipu¢ KOH(DUICHINATBHOCTH Ha MIPOCKTE
KOH(HICHIIMATIHLHOTO JTOKyMeHTa?

a) Ha Ka)XX/JIOM JIICTE KaKIO0TO IK3EMILIIPA MPOEKTa JOKYMEHTA;

0) TOJILKO Ha MEPBOM JIUCTE MPOEKTA JOKYMEHTA B ONPEACICHHOM JUIS 3TOTO PEKBU3HUTA
MecTe;

B) Ha BCEX JIUCTAX MPOEKTA JOKYMEHTa B JIEBOM HM)KHEM YTIIy JIMLIEBOW CTOPOHBI;

T') Ha BCEX JICTaX MPOEKTa JOKYMEHTA B IIPABOM BEPXHEM YTITy JIULEBOH CTOPOHBI.

7. C kaxoii onepaliuy HauMHaeTcsl padoTa ¢ MOCTYNUBIIMMU B OPraHU3AIUI0
KOH(HICHIIMATHHBIMHI TOKYMEHTAMU?

a) y4eT MaKeTOB MMOCTYNUBIINX JOKYMEHTOB;

0) yder HocuTeneil nupopmanuy;

B) BBO/J] PETUCTPALIMOHHBIX JAHHBIX B aBTOMATU3MPOBAHHYIO WIH TPAJUIIMOHHYIO
CHCTEMY yUeTa;

I') IpOCTaBJIeHNE HA JOKYMEHTE Tpr(a KOHPUAESHINATEHOCTH.

8. I'ne mpocTaBisitoTCs yueTHbIE HOMEpPa Ha TEKCTOBBIX JOKYMEHTAaX BBIIEIEHHOTO
XpaHeHus?

a) B BEpXHEM IIPaBOM YTy 00JIOKKH;

0) B BEpXHEM JIEBOM YTIIy OOJIOKKH;

B) B BEPXHEM JIEBOM YTIIy Ka)KJOT'0 JINCTA JOKYMEHTA;

T') B HIDKHEM IIPaBOM YTy OOJI0XKKH.

9. I'ne mpocTaBinsieTcs yueTHbIH HOMep, IPUCBOEHHBIN KON KOH(HUAESHIIUATEHOTO
JIOKyMeHTa?

a) Ha IEPBOM JINCTE KOITUH MOCepeIMHE HIKHETO ToJIs ¢ 100aBiieHneM ab0peBHaTypbl
rpuda KoHpUIEHIINAIBHOCTH;

0) Ha MIEpBOM JIMCTE KOMHUH B IPAaBOM HUXKHEM YTIIy ¢ J00aBIeHHEM ab0peBHUaTypbl
rpuda KoH(pUIEHINAIBHOCTH;

B) Ha BCEX JINCTaX KOMMHU B MIPABOM HIDKHEM YTy ¢ 1o0aBieHrneM abOpeBuarypsl rpuga
KOH(HIEHIIMATLHOCTH;

I') Ha BCEX JIMCTaX KOMUH MOCEepEeIuHe HUKHETO OIS ¢ 100aBIeHreM ab0peBruaTypbl
rpuda KoH()UICHIIMATEHOCTH.

10. Ykaxxute MecTopacmnoioxkeHue rpruda orpaHuueHus JOCTyIa K TOKYMEHTY.
a) B HWYKHEM JIEBOM YTy TMIEPBOTO JIUCTA IOKYMEHTA,
0) B BEpXHEM JIEBOM YTJy MEPBOTO JUCTA TOKYMEHTA,



B) B HIDKHEM ITPABOM YTJIy IIEPBOTO JIMCTA JOKYMEHTA;
') B BEpXHEM IIPaBOM YTJIy IEPBOIO JUCTA JOKYMEHTA.

11. K kakoM JOKyMEHTE COJEPKUTCA MH(GOpMALUS O TOPSAOK MPUCBOCHUS U CHATHUS
rpuda orpaHUYEHUS JOCTYIA K KOH(PHISHITUAIBHBIM IOKyMEHTaM?

a) TIOJIOXKEHHE O CITYy)KOe KOH(DUACHIIMAILHOTO JIEJIONPOU3BO/ICTBA;

0) MHCTPYKIIUSA O TIOPSAJIKE padOTHI C KOH(UICHIIUATLHBIMU JOKYMEHTAMU;

B) JIOJUKHOCTHBIC HHCTPYKIIMHA PaOOTHHKOB;

I') mepedyeHsb (CIMUCOK) BUAOB HHPOPMAIMK KOHPUIECHIINATLHOTO XapaKTepa.

12. Kakuwe ponoigHHUTENbHbIE Tpadbl COACPKUT TAaONWYHAS YaCTh HOMEHKJIATYPbI
KOH(HICHIIMATBHBIX JeT?

a) HOMep 110 MOPSJIKY;

0) rpud KOH(DUICHIIMATILHOCTH JICIIa;

B) BUJ MH(OPMAIMK OTPAaHUYEHHOTO JIOCTYIA, COAEPIKaILeHcs B JIele;

') HAMMEHOBAHUE MOPA3ACICHUS, KOTOPOMY IPEIOCTABISACTCS AE0;

1) OTMETKHU O JIBMDKEHHH Jiena (apXMBHBIN IIUQp, HOMEp U AaTa akTa 00 YHHUYTOXXCHUH,
OTMETKH 00 OTIIPaBIICHUH);

€) KOJIMYECTBO JICTOB B JIEJIE;

) CPOK XpaHEHHsI K1 HOMEpa CTaTei 1o MepeyHIo;

3) Iepuo]] KOH(UACHIIUATLHOCTH JIeJa.

13. Cneunguyeckoil cocrapistomeil KOH(QUISHINATBHOTO JIe1a SBISIETCS:
a) BHYTPEHHSS ONUCH JIOKyMEHTOB;

0) CIMCOK COTPYIHUKOB, IOMYLICHHBIX K JEIy;

B) 3aBepUTENIbHAs HAJIKCh JeTa;

I') CIUCOK OTBETCTBEHHBIX MCIIOTHUTENEH.

14. I1pu BbIIaue KOHPUACHITUATHHOTO Jiefia COTPYAHUKY OpraHU3aINH JeJIaeTCs OTMETKA

a) KapTOYKe yueTa BbIIauM JIeNa;

0) KapTOuKe y4yeTa pa3perieHui;

B) KapTOUKE y4eTa BbIJJaul JIOKyMEHTOB;
') BHYTPEHHEHN OINUCH Jena.

15. Kakum ngokymeHTOM oopmiisieTcss mpoleaypa YHHUUTOXKEHUS KOH(UIEHIMAIbHBIX
JIOKYMEHTOB, JIe]1 U HocuTesnei nudopmanun?

a) CBUJICTEIILCTBOM 00 YHHUTOKCHUH;

0) cripaBKoif 00 YHUUTOXKEHUH;

B) IIPOTOKOJIOM O XOJ1€ YHUUTOKEHUS;

I') aKTOM 00 YHUYTOKEHHH.

16. KakoBa meproIMuHOCTh MPOBECHUS MPOBEPOK HATNYHUS KOH(PHICHITHATHHBIX
JIOKYMEHTOB?

a) He peXke OJTHOTO pa3a B MOJIr0/a;

0) HE peXe OJTHOTO pa3a B TOI;

B) HE peXe OJHOT0 pas3a B TPH Irojia;



T') HE peXe OJJHOTO pa3a B IATh JIET.

17. B KxakoM JOKYMEHTE OTPAXKAIOTCS PEe3yIbTaThl IPOU3BEICHHBIX MPOBEPOK
MPABIJILHOCTH MPOCTABIICHHSI OTMETOK O PETUCTPAIIUU U IBIYKEHUN KOH(PHICHITUATBHBIX
JIOKYMEHTOB, JIeJI, HOCUTENCH 1 X (PaKTUIECKOTO HATHYIHs?

a) B aKTe;

0) B MPOTOKOJIC;

B) B PCIICHUH;

T') B IPUKa3e.



I[MPUJIOXKEHUE 2

OueHo4HBbIEe CpPeICTBA /15 IPOBeIeHNUs IPOMEKYTOYHOM aTTecTAlMN
a) [lnanupyemsble pe3yabTaThbl 00y4eHHs U OLIEHOYHbIE CPeACTBA 1JI1 NPOBeAeHUS
MPOMEKYTOYHOM aTTEeCTALMU:

CtpyKTypHBII
JIEMEHT

KOMIICTCHII N

IInanupyemslie
pe3yabTaThl 00yYeHUs

O1neHOYHBIC CPEACTBA

OIIK-1 crmocoOHOCTHIO HCIIOIB30BATh TEOPETUICCKUE 3HAHKS U METOJIbI HCCIICIOBAHUS Ha

ITPAKTHUKEC

3HaTh

OCHOBHBIE OIIPEAEIECHUS U
IIOHSITHS, OCHOBHEIE
METOJIBI  HCCJICIOBaHUH,
ONpEACIICHUsI TPOIIECCOB
HCIIOJIb30BAHUS
TEOPETUUECKUX 3HAHUU M
METOJ0B  MCCJICIOBAHUS
Ha MPAKTUKE

Tecmui 0na camonposepku:

1. Kakoil JOKyMEHT ompenessieT MepeueHb
CBEICHMM,  COCTaBISIOUIMX  T'OCYJapCTBEHHYIO
TalHy?

a) Ilocranosnenue IlpaBurensctBa P® ot
11.02.2008 Ne 138 «O mnepedyHe CBeICHUH,
OTHECEHHBIX K I'OCYJJapCTBEHHOMN TalHE;

0) Vka3 IIpesunenra PO ot 30.11.1995 Ne
1203 «O06 yTBepKIECHHH TIEPEYHS CBEJICHHI,
OTHECEHHBIX K TOCY/IapCTBEHHOU TailHe»;

B) Ilocranosnenue IlpaBurensctBa P® ot
23.11.1996 Ne 18 «OO0 yTBepKIEHUH MEpeuHs
CBEICHMM,  COCTaBISIOUIMX  T'OCYJapCTBEHHYIO
TalHy»;

r) Yka3 Ilpesunenta P® ot 11.02.2006 Ne
90 «O mnepeuHe CBEIEHUN, OTHECEHHBIX K
rOCYJapCTBEHHOM TailHEY.

2. Kaxkue CBEJICHUS
roCy/1apCTBEHHYIO TaliHy?

a) CBeJIeHHUs B 00JIaCTH YKOHOMUKH, HAYKU U
TEeXHHKW;

0) cBeJIeHHsI B BOCHHOM 00J1acTH;

COCTaBJIAIOT

B) CBEICHMUS B obnactu
BHYTPUIKOHOMHUYECKOI JIeSITebHOCTH
rOCyAapcCTBa;

I') cBeJeHUsS B 00JacTu pa3BeAbIBaTEIbHOM,
KOHTppa3BeIbIBATEIbHOMN 5 OIlEpaTUBHO-

PO3BICKHOMU JIEATENbHOCTH;

1) CBeJIeHUs B 00JIaCTU HAayKH, U300peTeHHI
U TIOJIE3HBIX 00Pa3lI0B TEXHUKH;

€) CBEJICHUS B 00JIACTH BHEUTHEH MOJIUTHKH
Y SKOHOMUKH;

3. Kak ®enepanbHblil 3akoH ot 27.07.2006
Ne 149-®3 «O6 unbpopmanuu, WHPOPMAIMOHHBIX

TEXHOJOTHSX W O 3amuTe  HHPOPMAITUN»
ompesieNiieT  MOHIATHE  «KOH(PHUACHIUATHHOCTh
nHpopmanun»?

a)  o0s3arenbHOEe IS COOJIFOACHUS

OlepaTopoM WM HWHBIM JIMIOM, TOJYYHBIIUM
IocTyn K mHpopManuu, TpeOOBaHKUE HE JTOMYCKATh
ee pacmpocTpaHeHus 0e3 cormacus CyObeKTa WU
HaJIn4usg MHOT'O 3aKOHHOI'O OCHOBAHMUA,

0) O3HAKOMJICHHWE OIpPEACIECHHBIX JIUI[ C




CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemele
pe3yabTaThl 00yUYeHus

OneHouHble CpeICTBA

KOH(puACHIMAIbHOW WH(MOpMaIueld, TOJIBKO C
corjlacust ee obOnamaresss WIM Ha MHOM 3aKOHHOM

OCHOBaHWH pH YCIIOBHH COXpaHCHHS
KOH(UICHIIMATLHOCTH YTON MHPOpMAITUY;
B) IIPaBOBBHIC, OpraHHM3aIMOHHBIC,

TEXHUYECKHE M WHBbIE NPUHHMaeMble 00JagaTeneM
nH(pOpPMaLIUU MEPHI 110 €€ OXPaHE;

r) 00s3aTeNbHOE /AJIS1 BBINOJHEHUS JIUIOM,
MOJIYYUBIIUM JOCTYT K OTpeeNIeHHOM
uH(popmanuu, TpeOoBaHHE HE IEpeaBaTh TaKyIO
uH(pOpMaLIMI0O TPEeThUM JHUIaM 0e3 corjacus ee
oOnanarens.

4. Kakoil JOKYMEHT OIpeneisieT BUIBI
KOH(UICHIMATBEHOM nHDOopManun?

a) Ilocranosnenue IlpaButenbctBa PD ot
11.02.1997 Ne 118 «OO0 yTBep>KICHUH BHUJOB
KOH(HICHIIMATHHON HHDOpMAIN»;

0) Vka3 [Ipesunenra PO ot 06.03.1997 Ne
188 «OO06 yrBepxknenun Ilepeunss cBeneHwMit
KOH(UICHINATEHOTO XapaKTepay;

B) Ilocranosnenue IlpaBurensctBa PO ot
11.02.2006 «O6 ytBepxaeHuu Ilepeunst cBeaeHui
KOH(PHICHIIMAIBHOTO XapaKTepay;

r) Yka3 Ilpesunenta PO ot 23.11.2006 «O
BHJIaX uH(popMaluu KOH(UAEHIIMATILHOTO
XapakTepay.

5. Kakags  cocraBmsomas — OTIMYAeT
KOH(HIEHIIMATbHOE JEJIONPOU3BOJCTBO oT
OTKPBITOTO JIEJIONPOU3BOICTBA?

a) 3almTa coJieprkanieics B
KOH(PHUICHIIMAIBHBIX JOKYMEHTaX WH(OpMaIuu;

0) IOKYMEHTHpOBaHHE KOHQHUIACHIIMATHHON
uH(popMaLnu;

B) OopraHu3anus paboThI c
KOH(UICHIIMATLHBIMH JIOKYMEHTAMHU;

r) perucrpanus KOH(UICHIIHATEHBIX
JOKYMCHTOB.

6. Kakume HOpMaTHBHBIE JIOKYMEHTHI
YCTAaHABIIMBAIOT  €IUHBIM  TOPSIOK  CO3JaHMs,
00paboTKH, XpaHEeHHUs u WCIOJIb30BaHUS
KOH(HICHIIHATHHBIX JJOKYMEHTOB B OpraHN3aIuuU?

a) CHMCOK  paOOTHHKOB  OpraHu3allui,
UMEIOIINX TPaBO JOCTYyMa K KOH(PHUICHIMATHHBIM
JIOKyMEHTaM;

0) MepeUCHb HEPETHCTPUPYEMBIX
JIOKYMEHTOB;

B) HWHCTPYKIIMA O TIOpsSAKE paboThl ¢
KOH(UICHIIMATFHBIMHA JOKYMEHTAMU;

I) TepedyeHb JOKYMEHTOB, COJEpKalluX
uHpOpMaLKo KOHPHISHIIMATIHHOTO XapaKTepa;
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[Inanupyemele
pe3yabTaThl 00yUYeHus

OneHouHble CpeICTBA

1) MHCTPYKLIUS IO AETIONPOU3BOJICTBY;

e) IepeveHb BUJIOB uHpOopMaUu
KOH(HIEHIINATIBHOI'O XapaKTepa;

K) TepeueHb YHU(PUUIUPOBAHHBIX (HOpM
KOH(HIEHIINATbHBIX JOKYMEHTOB.

7. B COOTBETCTBUU c KaKUMU
CHelHalbHBIMM JOKYMEHTaMM JEHCTBYET Ciryx0a
KOH(HICHIIMATIHHOTO IETOIPOU3BOICTBA?

a) MOJIOXKEHHUE 0 ciyxoe
KOH(HICHIIMATHHOTO JIEIOIPOU3BO/ICTBA;

0) UHCTpYKIUS O TOpsAKe paboTel C
KOH(HICHIINATHHBIMHI TOKYMEHTAMHU;

B) IOJDKHOCTHBIE HHCTPYKIIMU PaOOTHHUKOB;

I) I@paBWwia BHYTPEHHET0  TPYIOBOIO
pacropsiaka.

8. I'me MJOMWKHBI XpaHUTbCA 3aracHble
3K3EMILISIPBI KIIFOYEeH oT MMOMEILICHUI
KOH(HICHIIMATBHOTO JIeJIOTIPOU3BO/ICTBA,
pachamniHpIX METaUTMYEeCKUX PEIIeTOK Ha OKHaX,
cerioB u mkadon?

a) B KkabuHere y  pYKOBOJUTEINA
OpraHu3aluy;

0) B omne4yaTaHHbIX HOMEPHOM IeYyaTbio
NeHajlaX  WJIM  KOHBEpTax  MOJpa3esIeHus
KOH(HIECHIIMATHHOTO  JISJIOTIPOU3BOJICTBA WA B
ciyx0e 6e30MacHOCTH.

B) B OICUaTaHHBIX MEHAJAX WM KOHBEPTAX
Ha BaxTe;

T) B celide B Oyxraiarepuu.

9. Kak odopmusercs paspemieHue Ha
JNOCTYIl K  TOCTYNHMBIIUM  WJIU  HM3JIaHHBIM
KOH(HIEHIINATIBHBIM TOKyMEHTaM?

a) Ha OOOpOTHOW CTOpPOHE IOKYMEHTa B
BUJIC IITAMIIA;

0) B BHIE «OTMETKH O JOCTyHe K
JIOKYMEHTY»;

B) B BUJIe «TpHu(a CoriacoBaHusm»;

T) B hopMe Pe30IIOINH Ha JIOKYMEHTE.

VYmMmern

pacro3HaBaTh
3¢ (heKTHBHOE pelIeHUE OT
Hea(p(HEeKTUBHOTO,
MIPUMEHSITh
TEOpeTUYeCcKre 3HAaHUS U
METO/IbI HCCIICIOBAHUS
3HAHUS B
npodeccnoHaTbEHOMI
NesITeNIbHOCTH;
MCIOJIb30BaTh UX Ha
MEXIUCHUTUTMHAPHOM

N3yuuTs ciaenyromnye HOpMaTUBHbIE IOKYMEHTBI:

. 3akoH ot 21 wmronsa 1993 r. Ne 5485-1 «O
rOCyJIapCTBEHHOM TaiiHEY;

. Vka3 IIpesunenrta Poccuiickonn ®denepaunu
or 11 depans 2006T. Noe 90 «O mepeune
CBEJICHUN, OTHECEHHBIX K TOCYJapCTBEHHOM

TalHEY,

. ®enepanbHblil 3aK0H OT 27 utons 2006 1. Ne
152-®3 «O nepcoHaNBHBIX JaHHBIX Y,

. ®enepanbHblil 3aK0H OT 29 utons 2004 r. Ne

98-d3 «O KOMMepUYECKOH TalHey.




CTpyKTypHBII

[Inanupyemele
JJIEMEHT OneHouHble CpeICTBA
pe3yabTaThl 00yUYeHus
KOMIIETCHIIMH

YPOBHE; PaccMoTpeTs OCHOBHBIE IOHSTHS, UCIIOJIB3YEMBIC B

KOPPEKTHO BBIPaXKaThb U [ HOPMATUBHBIX JOKYMEHTAX; [IOJJHOMOYHS OPraHOB

apryMEHTUPOBAHHO roCyIapCTBEHHOM BJIACTH U JOJDKHOCTHBIX JIUL] B

00OCHOBBIBATh 00J1aCTH OTHECEHHUS CBEICHUI K TOCYapCTBEHHOM

TEOPETUYECKUE 3HAHUS U | TAMHE U UX 3alUUTHI; IEPEUCHb CBEICHUM,

METO/]Ibl MCCIIE0BAHUS HA [ COCTABIISIOIINX TOCYJaPCTBEHHYIO TaliHYy;

IIPaKTUKE PEKBHU3UTHI HOCUTENEH CBEICHUM, COCTABIIAIOIINX
roCy/IapCTBEHHYIO TaliHYy; IPUHIUIIBI U YCIOBUS
00pabOTKM NEPCOHANbHBIX JAHHBIX; IpaBa
cyOBEeKTa NEPCOHANBHBIX JAHHBIX; 00SI3aHHOCTU
oreparopa 1npu cOope nepcoHalbHbIX JaHHbIX;
0COOEHHOCTH TPEIOCTABICHNUS HHPOPMALINH,
COCTaBJIAIOLIEN KOMMEPYECKYIO TaliHy.
VYka3aTh NMCbMEHHO Ha3HAUYEHUE KaX/10T0 U3
YKa3aHHBIX HOPMAaTUBHBIX JOKYMEHTOB.

Bnaners IIPaKTUYECKUMHU ITepedyenn Tem u 3aaHUi AJ18 OATOTOBKH K

HaBBIKAMM, CITOCOOaMU
OIICHUBAHUS 3HAYUMOCTH
U IIPAKTUYECKOU
MIPUTOTHOCTH
HCITOJIb30BaHHS
TEOPETUYECKUX 3HAHUN U
METOIOB MCCIICIOBAHUS
Ha TPaKTHKE; OCHOBHBIMU
METOJIaMU PEIICHHS 3a/1a4
B 00JIACTH HUCIIOJIH30BATh
TEOPETUICCKUE 3HAHUS U
METO/bI UCCICAOBAHUS Ha
MIPAKTUKE;

3avery:

1. [Tousatue KOH(HICHIIMATLHOTO
JIEJIONIPOU3BOICTBA.

2. [TpusnHaku KOH(HICHIIMAILHOTO
JIEJIONIPOU3BO/ICTBA.

3. CooTHomieHne KOH(GUICHIHATFHOTO H
OTKPBITOTO JISIIOMPOU3BOICTBA.

4, OobmenocTynHas nHpopManus u
nH(OpPMAIIHS OTPAHHYEHHOTO JTOCTYTIA.

S. CootHoeHne uHpopMauu
OTPAaHWYEHHOTO JIOCTya C TOCYIapCTBECHHOU
TaHOM.

6. Krnaccudukanus CBEICHUIA
KOH(UICHIIMATFHOTO XapaKTepa MO OCHOBaHUSIM,
IPETyCMOTPECHHBIM JICHCTBYIOIINM
3aKOHO/IATEIHCTBOM.

7. CBenieHHs, COCTaBISIONINE CITYKEOHYIO
TalHy.

8. [Topsimok oOpameHuss ¢ JOKYMEHTaMH,
COJIepIKaIMHU CIIy)eOHYIO nH(OPMALIHIO
OTPAHUYECHHOTO PACTIPOCTPAHCHUS.

9. CeBenmeHusi,  KOTOpble  HE  MOTYT

OTHOCHUTBCS K cCly)keOHOU TaitHe. ['pud «Jlus
CITy’keOHOTO TOJTB30BaAHUS.

10. CseneHnns, COCTaBIISIOIINE
KomMMepueckyto TaiiHy. Ipud «Kommepueckas
TalHay.

11. MeponpusAtysi,  HalpaBJIEHHBIE  Ha

3alIUTy KOMMEPUYECKON TalHBbI.

12. IlepconanbHble naHHBIE (CBEACHUS O
rpaxaHax). CocTaB NepCOHAIbHBIX JAHHBIX.

13. Knaccudpukanus NEPCOHAIBHBIX
JTAHHBIX.
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pe3yabTaThl 00yUYeHus

OneHouHble CpeICTBA

14. [Tomyuenue u obOpaboTka
NEPCOHANBHBIX JaHHBIX. OCHOBHBIE TpPeOOBAaHUS
npu 00pabOTKE MEPCOHANBHBIX JAHHBIX.

15. Ilepenaya  mepcOHANBHBIX  JIAHHBIX.
Omnpenenenne Kpyra JIMI, WMEIOIIUX IIPaBO
JIOCTYTIA K TIEPCOHAIBHBIM JaHHBIM.

16. Csenenus, COCTAaBIISOLIMIE TalHy
CJICJICTBUS U CYJOIPOU3BOJICTBA.
17. Csenenus, CBSI3aHHBIE C

po(heCCHOHATILHOM  JIeATEIHbHOCTRI0  (BpadcOHas,
HOTapuajbHas,  aJBOKATCKas  TalHa,  TaliHa
MEPCINCKH, TeJIe(l)OHHI)IX MNEeperoBopoB, IMOYTOBBIX

OTIPABJICHHIA, TenerpapHbIx 150 05 HWHBIX
COO0IIECHUT).
18. CBeleHUs O CYIIHOCTH H300peTeHHs,

MOJIE3HOW MOJETM WJIM NPOMBIIUIEHHOro o0pasna
J10 opuIMaNIbHON MyOIMKaluu HHQOPMALIUY O HUX.

19. BapuaHTbl CTpYKTYpHO# OpraHu3amnuu
KOH(HICHIINATIHLHOTO ISTTONPON3BOJICTBA.

20. 3amaun  u  GyHKOUM, TpaBa U
OTBETCTBEHHOCTh  CIIYXKOBI ~KOH(DHICHIIUATBHOTO
JIEIIONPOU3BO/ICTBA.

21. JlokaylbHBIE ~ HOPMATHUBHBIE  aKTHI,
yCTaHaBIMBAIOIIUE MOPSAIOK paboThI c
KOH(UICHIIMATLHBIMHA JOKYMEHTaMHU.

22. Pexum COXPaHHOCTH

KOH(bI/II[GHHI/IaJ'IBHI)IX JOKYMCHTOB.
OTBETCTBEHHOCTh 3@  pasrJalleHHe CBEACHUI
KOH(HICHIIMAIIBHOTO XapaKkTepa

[IK-5 BnajgeHueM TEHAEGHUMSMU  pa3BUTHS  UHQPOPMAIMOHHO-IOKYMEHTAIlMOHHOTO U
o0ecreyeHus yrpaBJIeHUs] apXUBHOTO Jiesa

3HaTh

OIIpEICTIEHUs] TPOLECCOB
pa3BUTHS
MH(OPMALIOHHO-
JOKYMEHTAI[MOHHOTO |
oOecrnieuyeHus yrnpaBiIeHHs
apXHUBHOTO J1ej1a

Tecm ona camonposeepku

1. KakoBa ocHOBHas 1elb  yyeTa
KOH(UICHIIMATLHBIX JJOKYMCHTOB?

a) perucTpanus KOH(UIEHITNATEHBIX
JIOKyMEHTOB;

0) obecnieueHue (U3NYECKON COXPaHHOCTH,

KOMIUTEKTHOCTH u [IEIOCTHOCTH
KOH(UICHIIMATBHBIX TOKYMEHTOB;
B) obecrieueHue MOJTMHHOCTH

KOH(HICHIINATBHBIX JOKYMEHTOB;
r) QopmupoBaHue KOH(PHUACHUIUATbHBIX
JIOKYMEHTOB B JieJIa.

2. I'me mpocraBiseTcs WTaMIl ¢ yKa3aHUEM
YY4ETHOTO  HOMEpa H  KOJHMYECTBa  JIUCTOB
KOH(UICHIIMATBHBIX TOKYMEHTOB?

a) B BEPXHEM TPAaBOM YIIIy KaXKIIOTO JIUCTA
JIOKYMEHTA;

0) B BEpXHEM JICBOM YTy KaXIOTO JIUCTa
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JIOKYMEHTA,;

B) B BEPXHEM IIPAaBOM YIJIy TOJIBKO IIEPBOIO
JIUCTa JOKYMEHTA;

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

3. Kakas wundopmanus ykaspiBaeTcs Ha
o0nokkax  pabounx W cTeHOrpadUYecKHx
TeTpasen?

a) Tpud KOHOUICHITMATLHOCTH, (paMuius U
WHUIUANBI UCTIOTHUTENS], CPOK XPAHECHHUS,

0) rpud KOHPUACHIIMAITBHOCTH, KOJIMYECTBO
JUCTOB, (haMUJIHSI U MHUIIUAIIBI HCTIOTHUTEJIS;

B) BUJ HOCHTEIS, rpud
KOH(HICHIIMATBHOCTH, KOJIMYECTBO JIMCTOB,
T) BH/]I HOCHUTENS, rpud

KOH(bI/I[[GHLII/IaJH)HOCTI/I, (1)aMI/IJII/I$I U HWHHIHAJIBI
HUCIIOJIHUTCIIA.

4. Jlo Hayana COCTaBJICHHS TEKCTa
KOH(HICHIIMATIHHOTO JIOKyMEHTA MTPOBOIUTCS
ornepanus:

a) perucTpaui KOHGUIECHIINATEHOTO
JIOKYMEHTA;

0) perucTpainu HOCUTES
KOH(HIeHIIMaTbHOI HH(OpMALH;

B) PETUCTPAIUH MTaKeTa MOCTYITHBIIETO
JIOKYMEHTA;

T') COTJIaCOBAHME TEKCTA
KOH(HIEHIIMATIBHOT O JIOKYMEHTA.

5. Ecnu KoHOUAEHIIMATBHBIN TOKYMEHT
Me4YaTaeTcs C YePHOBUKA, KaKkasi HHPpOpMaIlHs
YKa3bIBAa€TCs HA IIEPBOM JIUCTE YEPHOBUKA?

a) KOJIMYECTBO HEOOXOAMMBIX SK3EMILISIPOB
[IPOEKTA JOKYMEHTA, KOJIUYECTBO JIMCTOB
YEPHOBHKA;

0) KOJIMYECTBO JMCTOB YSPHOBHKA, (haMIIIUs
VICITOJTHUTEIIS;

B) KOJIMYECTBO HEOOXOAUMBIX IK3EMILISIPOB
MIPOEKTa JOKYMEHTA, (paMUIIUs UCTIOTHUTENS;

I') KOJINYECTBO HEOOXOAMMBIX IK3EMILIIPOB
MIPOEKTa JOKYMEHTa, (paMuius UCTIOTHUTETS,
KOJIMYECTBO JIMCTOB YEPHOBHUKA.

6. I'te npocTaBiseTcss yueTHbI HOMEp U
rpud KOHOHUICHIMATIEHOCTH Ha TTPOCKTE
KOH(HICHIINATIHLHOTO TOKyMeHTa?

a) Ha KaXJOM JINCTE KAXKIOTO IK3EMILISPa
MPOEKTa JOKYMEHTA;
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0) TOJIBKO Ha TIEPBOM JIUCTE ITPOCKTA
JIOKYMEHTa B ONPEACICHHOM JIsl 5TOTO PEKBU3UTA
MecTe;

B) Ha BCEX JIUCTAX MPOCKTA IOKYMCHTA B
JICBOM HIDKHEM YTITY JIMIIEBOW CTOPOHBI;

T') Ha BCEX JIUCTAaX MPOEKTa JOKYMEHTA B
IIPaBOM BEPXHEM YTy JIMIIEBOH CTOPOHHBI.

7. C xaKkoii oneparuu HaurmHaeTcs padoTa ¢
MOCTYMUBIIMMHU B OPTaHU3AIHIO
KOH(pHIEHIIMATBHBIMU JOKYMEHTaMU?

a) y4eT aKeTOB MOCTYNUBILINX
JIOKYMEHTOB;

0) yder HocuTenei nadopmanuu;

B) BBOJ] pETUCTPALIMOHHBIX JAHHBIX B
ABTOMATH3UPOBAHHYIO UM TPATULIMOHHYIO
CUCTEMY yYeTa;

I') IPOCTaBJIEHHUE Ha JOKYMEHTE Tpuda
KOH(HICHIIMATHHOCTH.

8. I'te mpocTaBiIsAIOTCS yUeTHBIE HOMEpa Ha
TEKCTOBBIX JOKYMEHTaX BBIJICIIEHHOI'O XpaHEHUs?

a) B BEPXHEM IIPaBOM YTITy OOJI0XKKH;

0) B BEpXHEM JIEBOM YTJIy OOJIOXKKH;

B) B BEpPXHEM JIEBOM YTITy KaKJIOTO JINCTA
JIOKYMEHTA;

') B HUKHEM IPAaBOM YTy OOJIOKKH.

9. I'te mpocTaBisieTcs y4eTHBIM HOMED,
HPHUCBOECHHBIM KOMMH KOH(PHIEHIINATIBLHOTO
JTIOKyMeHTa?

a) Ha MePBOM JIUCTE KOIUH MOCEepeInHe
HIDKHETO TIOJIS ¢ ToOaBieHrneM abOpeBuaTyphl
rpuda KoH(pUIEHINAIBHOCTH;

0) Ha MEPBOM JICTE KOTIMU B TIPABOM
HIDKHEM YTy ¢ Io0aBieHneM abOpeBUaTyphbl
rpuda KoH(pUIEHITNATBHOCTH;

B) Ha BCEX JINCTaX KOMHMU B IPAaBOM HUKHEM
yriy ¢ no6aBiaeHueM abOpeBuaTypsl rpuda
KOH(HIEHIINATLHOCTH;

T') Ha BCEX JIMCTaX KOMUH MTOCEepPETUHE
HIDKHETO 1oJis ¢ 1o0aBieHneM abopeBHaTypsl
rpuda KoHPUIESHITNATBHOCTH.

10. VkaxuTte MecTopacmojiokeHue rpuda
OTpaHUYCHHA NOCTyIla K JOKYMCHTY.

a) B HIDKHEM JIEBOM YIJIy MEpPBOTO JIHCTa
JIOKYMEHTA;

0) B BEpXHEM JICBOM YTJIy IMEPBOrO JIHCTa
JIOKYMEHTA;
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pe3yabTaThl 00yUYeHus

OneHouHble CpeICTBA

B) B HI)KHEM IIPaBOM YTIJIy IEPBOTO JIMCTa
JIOKYMEHTA;

I') B BEpXHEM IPaBOM YTy HEPBOro JIHCTA
JIOKYMEHTA.

11. K kakoM JOKyYMEHTE COIEp)KUTCS
uHpoOpMaLKsi O HOPSAOK IPUCBOCHUS M CHATUS

rpuda OrpaHUYCHUS Jocryna K
KOH(UACHIIMATBHBIM JTOKYMEHTaM?
a) MTOJIOKCHHE 0 ciyxoe

KOH(HIEHIIMAJIBHOI'O 1eJI0IPOU3BO/ICTBA;

0) WHCTPYKIHS O TOpsaKe paboThl ¢
KOH(pHICHIIMATIbHBIMU TOKYMEHTAMU;

B) JI0JDKHOCTHBIE UHCTPYKIIMU PaOOTHUKOB;

I') TepedeHb (CIUCOK) BUAOB MHMOpMaIuu
KOH(HIEHIIMATIBHOIO XapaKkTepa.

12.  Kakue  jmomosHHTENbHBIE  Tpadbl
COJIEP)KUT  TabJiMyHash 4acTb  HOMEHKJIATypbl
KOH(HICHIIUATIBHBIX Je?

a) HOMEp IO MOPSIIKY;

0) rpu¢ KoH(UIEHIINATEHOCTH JIeNa;

B) BuA UHQOpMaLUM  OTPaHUYEHHOTO
JI0CTyTIa, COZIEpKALLEICS B IETIE;

r) HaVMEHOBAaHUE MIOAPA3ACIICHHUS,
KOTOPOMY IIPEJOCTABIISAETCS IETI0;

J) OTMETKH O JBWKEHUU Jieda (apXUBHBIHN
mudp, HOMEp W Jara akra 00 YHMUYTOXKEHUH,
OTMETKH 00 OTIpaBIICHUH);

€) KOJIM4ECTBO JINCTOB B JIEJIE;

) CpPOK XpaHEHHs M HOMepa cTared Io
MIEPEYHIO;

3) mepruoa KOHPUACHITUATHHOCTH JIejIa.

13. Cnenuduyeckoi COCTaBJISIFOIIIEH
KOH(HICHIIMATIHLHOTO JIeNa SBJISICTCS:

a) BHYTPEHHSIS OIKCH JIOKYMEHTOB;

0) CIHCOK COTPYAHHUKOB, NOMYIICHHBIX K
neny;

B) 3aBEpUTEIIbHAS HAJIKCH JeTIa,;

I') CIIMCOK OTBETCTBEHHBIX MCITOJHUTEIICH.

14. Tlpu BBIIaye KOH(DHUICHIIMAIBHOTO JeTa
COTPYAHUKY OpraHU3allMU JIETAeTCs] OTMETKA B:

a) KapTOUYKe y4eTa BbIJIauu JIeTIa;

0) KapTOUKe yueTa pa3pelicHHii;

B) KQPTOYKE y4ueTa BbIJA4YH IOKYMEHTOB;

') BHYTpPEHHEH ONUCH Jena.

15. Kakum goKyMeHTOM odopmisieTcs
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[Inanupyemele
JJIEMEHT OneHouHble CpeICTBA
pe3yabTaThl 00yUYeHus

KOMIIETEHIINHU

npoueaypa YHUYTOXKEHHS — KOH(UIEHIMAIbHBIX
JIOKYMEHTOB, JIe]l 1 HOCUTeNel HHpopManuu?

a) CBUCTEIILCTBOM 00 YHHUYTOXCHUU;

0) cipaBKO¥ 00 YHUYTOXKCHHH;

B) MPOTOKOJIOM O XOJI¢ YHUUYTOKEHUS;

') aKTOM 00 YHHUYTOKEHHH.

16. KakoBa nepuoAM4HOCTb [IPOBEIECHUS
IIPOBEPOK HAMUYMSI KOH(DUIEHIINATIbHBIX
JIOKYMEHTOB?

a) He peke OJTHOTO pa3a B MOJIT0/a;

0) HE pexxe OJTHOTO pas3a B IOl

B) HE pEXKe OJIHOTO pasa B TPH rojia;

I') HE peXe OJJHOrO pa3a B IATh JIET.

17. B kakoM JOKYMEHTE OTpakaroTCs
pe3yJIbTaThl IPOU3BEIEHHBIX IPOBEPOK
MIPaBUIIBHOCTH MPOCTABIEHUS OTMETOK O
PETUCTPALMK U JTBUKEHUHU KOH(PUICHIIUATHHBIX
JIOKYMEHTOB, JIeJ1, HOCUTENEH 1 UX (aKTUIECKOTro
HaJTU4Hs?

a) B aKTe;

0) B MPOTOKOJIE;

B) B PEILLICHUH;

T') B [IPUKa3e.

YMmerb BBIJIEIISTh TeHaeHIwuy, | 1. Beinuimure TEpMUHBI U ONpPEACIICHHS,
OOBACHITH (BBISIBJIATH U | OMMCHIBAIOIIME TIPOIIECC BIAJCHUS TEHACHIIUSMU
CTPOUTH) TUNIUYHEIC | pa3BUTHS WH(OPMAIMOHHO-TOKYMEHTAIIHOHHOTO U
MOJIENH, KOPPEKTHO | oOecriedeHusl ynpaBlieHUs apXuBHoro jena. Jlateb
BBIPAXATh U | CPABHUTENbHBIM aHATIN3 MOHATUMN.
apryMEHTUPOBAHHO 2. IIpoananmsupyiite HOpPMAaTHUBHBIE
00OCHOBBIBATh TpeOOBaHUSI K OpraHHW3allMi Mpollecca BiaJeHuEM
MOJIOKEHUS ~ TEHJEHUWH | TEHACHITUIMU pa3BUTHS WH(POPMaIMOHHO-
pa3BUTHUs JTOKYMEHTAI[MOHHOTO W 00eCreveHus YIpaBlIeHUs
WH(POPMaITMOHHO- apXMBHOTO JIefa.

JOKYMEHTAI[MOHHOTO | | 3. [Ipoananu3upyiiTe HOpMAaTUBHBIE

oOecrnieueHus yrpaBieHHs | TpeOOBaHUS K OpraHU3allK Mpoliecca BIaJeHUEM

apXHUBHOTO JIeTa. TEHACHIUSIMH Pa3BUTHS WH(HOPMAIMOHHO-
JIOKYMEHTAIMOHHOTO ¥ 00ecrieueHus yIpaBIeHUs
ApXMBHOTO JIeJa.

Brnanets criocobamu [TuceMeHHO OTBETUTH Ha CJIEAYIOIIKE BOIPOCHI,
JEMOHCTPALIMKA YMEHUS yKa3aB HaMMEHOBAaHNE HOPMATUBHOI'O JJOKYMEHTA,
aHAJIM3UPOBAThH TOYHYIO (POPMYIUPOBKY, MOITBEPKIAIOLIYIO
CUTYAIIHIO, BBICKA3bIBAaHUE, HOMEP MTYHKTA U HOMEP CTATHU:
BO3MOKHOCTBIO . PaccmarpuBaercst nu 4enoBeK B KayecTBE
MEXIUCHUTIITUHAPHOTO HOCHUTEJIS CBEJICHUH, COCTaBJISIOLIUX
MPUMEHEHUS, roCyIapCTBEHHYIO TalHy?
npodeccHoHaTEHBIM . Kaxoit MaKCHUMaJIbHbIN CpOK

SI3BIKOM B 00J1aCTH

paccekpeymBaHusl ~ CBEACHUN,  COCTaBJISIONINX
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TEHJICHIIMI Pa3BUTHUS
MH(POPMAIIMOHHO-
JTOKYMEHTAI[HOHHOTO
o0ecrieyeHus yrpaBiieHUs
apXMBHOTO JIeJNa;

roCyJIapCTBEHHYIO TallHy?

. Kak dacto HeoOXoauMoO IepecMaTpuBaTh
nepeyHu CBE/ICHHUIA, MOITIEXKALIIX
3aCeKpeUnBaHuIO?

. Kro HaJIeNeH IpaBoOM
[IEPBOHAYAIIBHO YCTaHOBJICHHBIX CPOKOB
3aceKpeyrBaHUs HOCUTENeH CBEJICHUI,
COCTaBJISIIOLIUX FOCY/IapCTBEHHYIO TaliHy?

. B kakux ciydasx HOCUTENM CBEICHHI,
COCTABJISIIOLIMX TOCYAAPCTBEHHYIO TailHy, MOTYT
OBITh pAacCeKpeyYeHbl JI0 HCTEUYEHUS CPOKOB HUX
3aceKpeunBaHus?

. Ha xakue oTHOLIEHHS HE paclpOCTpaHsIETCs
neiicreue denepanbHoro 3akoHa «O NepCcoOHaTbHBIX
IMAHHBIX»?
. Ha
OCYILIECTBIISETCS
MAHHBIX?

. B kakux ciydasx cBeIEHUS O CYObBEKTe
MEPCOHANBHBIX JAaHHBIX MOTYT OBITH B JH00OE
BpeMs HCKJTFOUYEHBI u3 0011eTOCTYITHBIX
HMCTOYHUKOB NIEPCOHAIIbHBIX JIaHHBIX?

o Yro MPEIOIaraT JNIEUCTBUS
00e3TMYMBaHUIO TIEPCOHABHBIX JAaHHBIX?

. Kto sBnsiercss oGmanmareneM uHpOpMAILINH,
COCTaBIIAIOLIEN KOMMEPYECKYIO TaliHY?

. B kakux cinydasx u KoMy, oOinajzarenb
uH(pOpMAIIMK,  COCTABISIOMIEH  KOMMEPUYECKYIO
TaliHy, 0053aH TPEAOCTaBUTH ATy HH(OpMaInio?
Kak 370 10mKHO OBITE 0QOpMIIEHO?

B kakux cnydasx wuHOpMaIusa, COCTaBJISIONIAS
KOMMEpUECKyl0 TaifHy, o0OiagaTeneM KOTOPOH
ABIIIETCS JAPYroe JIMLO, CUYUTACTCS MOTyYeHHOU
HE3aKOHHO?

IMPpOJICHUA

OCHOBE KaKHUX
o0OpaboTtka

IIPUHLIUIIOB
MEPCOHAIBHBIX

o

IIK-12 crnocoOHOCTBIO BBHISABIATH H OT6I/IpaTL AOKYMCHTBI [JI1 Ppa3HbIX THIIOB W BHIOB

nyOonuKanuit
3HaTh npaBuiia U MeToauky | Tecm 0na camonpogepku
BBISIBJIGHHSI W oTOOpa 1. KakoBa oOCHOBHas ILelp  yyeTa
JOKYMEHTOB JJIsi pa3HbIX | KOHPHUIECHIIHAIbHBIX JOKYMEHTOB?
THTIOB " BUJIOB a) perucTparnms KOH(HUICHITHATEHBIX
nyoIMKanui JIOKYMEHTOB;
0) obecrieueHne (HU3NIECKON COXPAHHOCTH,
KOMILJIEKTHOCTH u L[EJIOCTHOCTH
KOH(UICHIIMATBHBIX TOKYMEHTOB;
B) obecrieueHHe MTOJTMHHOCTH
KOH(UICHIIMATBHBIX JOKYMEHTOB;
r) ¢opmHupoBaHHE  KOH(MUIACHIMAIBHBIX

JIOKYMEHTOB B JiejIa.
2. I'mle mpocraiseTcs WTamIl ¢ yKa3aHHEM
Y4ETHOTO HOMEpa M  KOJIHMYECTBA  JIMCTOB
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KOH(PHICHIIMAITBHBIX JJOKYMEHTOB?

a) B BEpXHEM IPABOM YTy KaKIOTO JIHCTA
JIOKYMCHTA,;

0) B BEpXHEM JIEBOM YTy KaXJOTO JIHCTA
JIOKYMCHTA;

B) B BEPXHEM IPABOM YTIIy TOJILKO TIEPBOTO
JIMCTa JIOKyMEHTA,

I') B BEpPXHEM JICBOM YTy TOJILKO MEPBOTO
JIMCTa JIOKyMEHTA.

3. Kakas wuHdopmammsi yka3wpiBaeTcs Ha
o0mokkax  paboynmx W cTeHorpaduuecKkux
TeTpaaei?

a) rpud kKoH(pHIACHIMATLHOCTH, DaMIIIUS U
WHUIUATB] HCTIOJTHUTEIS, CPOK XPAHCHHUS,

0) rpud KOHPUACHIMAIBHOCTH, KOJIMYECTBO
JIMCTOB, (DaMWIINSL U MHUIMAIIBI UCTIOJTHUTEIIS

B) BUJ HOCHTEIS, rpud
KOH(UACHIIMATBHOCTH, KOJMYECTBO JIUCTOB;
r) BUJ HOCHTEIS, rpud

KOH(QUIEHIIMATIBHOCTH, (aMWIUd W UHHUIHAIbBI
WCIIOJTHUTEJIS.

4. 1o Hayasa COCTaBJIE€HHs TEKCTa
KOH(UIEHIIMAIBHOTO IOKYMEHTa IIPOBOAUTCS
orepanus:

a) perucTpauuy KoH(OUIeHIIMAIbHOTO
JIOKYMEHTA;

0) perucTpainu HOCUTES
KOH(pHIeHIIMaTbHOI HH(OpMALIH;

B) PETUCTpALlMU TTaKeTa MOCTYIUBIIETO
JIOKYMEHTA;

I') COTJIacOBaHUE TEKCTa
KOH(HICHIIMATIBHOTO IOKYMEHTA.

5. Ecnu koHQUACHIINATbHBINA JOKYMEHT
[IeyaTaeTcsl C YepHOBUKA, Kakas HHPpOpMaLus
YKa3bIBA€TCs Ha EPBOM JIUCTE YEPHOBUKA?

a) KOJINYECTBO HEOOXOAMMBIX IK3EMIUISIPOB
MPOEKTa JOKYMEHTA, KOJTMYECTBO JINCTOB
YEepPHOBHUKA;

0) KOJIMYECTBO JIUCTOB YEPHOBUKA, (haMUITHS
UCTIOJTHUTEJIS;

B) KOJIMYECTBO HEOOXOIUMBIX IK3EMILIISIPOB
MPOEKTa JOKYMEHTa, (paMUIIHs UCTIOTHUTEIS;

I') KOJIMYECTBO HEOOXOAUMBIX IK3EMILISIPOB
IPOEKTa JOKYMEHTa, (paMUIIHsI UCTIOTHUTEIS,
KOJINYECTBO JIMCTOB YEPHOBHKA.

6. I'te npocTaBiseTcss yueTHbI HOMEp U
rpud KOHOUICHIIMATEHOCTH Ha TIPOEKTE
KOH(HICHIINATIHLHOTO TOKyMeHTa?

a) Ha Ka)KJJOM JINCTE KaXA0I'0 SK3EMILIApa
MPOEKTA JOKYMEHTA;
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0) TOJIBKO Ha TIEPBOM JIUCTE ITPOCKTA
JIOKYMEHTA B OIPEeICHHOM JIJIsl 3TOTO PEKBU3UTA
MEcTe;

B) Ha BCEX JINCTaX MPOEKTa JOKYMEHTa B
JIEBOM HMKHEM YTIIy JIMLEBON CTOPOHBI;

I') Ha BCEX JIMCTaX MPOEKTa IOKyMEHTa B
IIPaBOM BEPXHEM YIJIy JIMLIEBOM CTOPOHBI.

7. C xakoii onepanuu HaunHaeTcst paboTa ¢
HOCTYNUBIIMMU B OPraHU3aLHIO
KOH(HICHIINATHHBIMHI TOKYMEHTAMU?

a) y4yeT MaKeTOB MOCTYNUBIINX
JIOKYMEHTOB;

0) yueT HocuTenel nHpopManuu;

B) BBOJ] PETUCTPAIIMOHHBIX JJAHHBIX B
ABTOMATH3UPOBAHHYIO UM TPATULIMOHHYIO
CUCTEMY yUeTa;

T') IPOCTaBJICHUE HA TOKYMEHTE rpuda
KOH(HIEHIIMATBHOCTH.

8. I'’1e mpocTaBIAIOTCS y4eTHBIE HOMEpa Ha
TEKCTOBBIX JOKYMEHTaX BbIJICJIEHHOIO XpaHEeHUs?

a) B BEPXHEM IIPaBOM YTy OOJI0XKKH;

0) B BEpXHEM JIEBOM YTJIy OOJIOXKKH;

B) B BEPXHEM JIEBOM YTITy Ka)KJIOTO JINCTA
JIOKYMEHTA;

') B HUKHEM IPAaBOM YTy OOJIOKKH.

9. I'ne mpocTaBinsieTcs yueTHbIH HOMep,
MPUCBOCHHBIA KOMMH KOH(PHICHIIHATHEHOTO
JIOKymMeHTa?

a) Ha TIEPBOM JIUCTE KOITUH ITOCEPEINHE
HIDKHETO 1oJIA ¢ 1o0aBieHrneM abopeBraTypsl
rpuda KoH(pUIEHIINAIBHOCTH;

0) Ha epPBOM JIUCTE KOIIMH B ITPABOM
HUKHEM YTy ¢ Jo0aBieHneM abOpeBuaTyphbl
rpuda KoH(pUIEHINAIBHOCTH;

B) Ha BCEX JINCTaX KOMHH B IPAaBOM HHKHEM
yrity ¢ jobasieHueM ab0peBHaTypsl rpuda
KOH(HICHIINAIBHOCTH;

I') Ha BCEX JIMCTaxX KOMUH MOCEpeTuHe
HIDKHETO TIOJIS ¢ TIoOaBieHrneM ab0peBuaTyphl
rpuda KoOH(pUIEHINATBHOCTH.

10. VYkaxuTte MecTopacmnojoxkeHue rpuda
OTPaHUYEHUS JIOCTYNA K JOKYMEHTY.

a) B HIDKHEM JIEBOM YTIJIy IEpPBOr0 JIMCTa
JIOKYMEHTA;

0) B BEpXHEM JICBOM YTJIy IMEPBOrO JIHCTa
JOKYMEHTA;

B) B HMJKHEM IIPaBOM YIJIy NEPBOIO JIUCTA
JOKYMEHTA;

I') B BEpXHEM IPAaBOM YTy MEPBOIO JIUCTA
JTIOKYMEHTA.
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I11. K xakoM JOKYMEHTE COJIEPKUTCS
uH(poOpMaLUsg O TOPSIOK TPUCBOCHUS U CHATHUS

rpuda OTpaHUYCHUS JOCTYyTIa K
KOH(UICHIIMATLHBIM JOKYMEHTaM?
a) MTOJIOYKEHHUE 0 ciyxoe

KOH(HICHIIMATIBHOTO JICIOIPOU3BO/ICTBA;

0) HHCTPYKIIUS O TOpsAIKEe paboThl C
KOH(HICHIIMATHHBIMI JOKYMEHTAMHU;

B) IOJDKHOCTHBIE MHCTPYKIIMU PaOOTHHUKOB;

') MepeyeHb (CIUCOK) BHIOB MH(POPMALUU
KOH(HIEHIIMATIBHOIO XapaKTepa.

12.  Kakue  1omoiHUTENbHBIE  Tpadbl
COJCpXKHUT  TabIMyHAs  4YacTb  HOMEHKJIATYpPbI
KOH(HICHIIHATBHBIX JeT?

a) HOMeEP 10 MOPAIKY;

0) rpud KOH(DHUICHIIMAIBHOCTH JICIIa;

B) BuUA UHPOPMAIMU  OTPAHUYCHHOTO
JIOCTYIIA, COJIepIKalLEiCs B JIeIIe;

r) HAaMMEHOBAHUE MoJpa3/IeJICHHUS,
KOTOPOMY IPEA0CTaBIIAETCS JEI0;

J) OTMETKH O JBM)KEHUU Jieja (apXUBHBIM
mudp, HOMEp W Jara akra 00 YHMUYTOXKEHHUH,
OTMETKH 00 OTHpaBIIECHUHN);

€) KOJINYECTBO JIUCTOB B JIEIE;

) CpPOK XpaHEHHS M HOMepa cTared Io

MEPEYHIO;
3) nepuoa KOHPUACHIIUATHHOCTH JIeIa.
13. Crneuunduueckoit COCTAaBJISIOIIEH

KOH(UICHIMATIBHOTO JIeNa SABISETCS:

a) BHYTPEHHSsI OIIUCh IOKYMEHTOB;

0) CHUCOK COTPYIHUKOB, AOMYIICHHBIX K
JeIy;

B) 3aBEepUTENIbHAS HAAMMKCH JIEIIa;

I') CHMCOK OTBETCTBEHHBIX HCIIOJHUTEICH.

14. Tlpu BBImaye KOH(DHUIACHIMAIBHOTO JeTa
COTPYJIHUKY OPTaHU3alMU JEJIaeTCsl OTMETKA B:

a) KapTOUYKe ydeTa BblIayH Jiena;

0) KapTOuKe y4yeTa pa3pelieHui;

B) KapTOYKe y4yeTa BblJJaul JOKYMEHTOB;

') BHyTpEHHEH OnucH Jiena.

15. Kakum gokymeHToM odopmisercs
nporenypa YHUYTOXKEHUS  KOH(UICHIMAIBHBIX
JIOKYMEHTOB, JIe]1 U HocuTesnei nupopmaruu?

a) CBUJIETEIbCTBOM 00 YHUUTOXXEHUHU;

0) cripaBKO¥ 00 YHHUTOXXCHUH;

B) IIPOTOKOJIOM O XO/1€ YHUUTOKEHUS;

') aKTOM 00 YHHUUYTOXCHHH.

16. KakoBa nepuoaM4HOCTb IPOBEIECHUS
IPOBEPOK HATMYUS KOH(DUIEHIINAIBHBIX
JIOKYMEHTOB?




CTpyKTypHBII

[Inanupyemele
3JEMEHT OueHouHbIE CpEeACTBA
pe3yabTaThl 00yUYeHus
KOMIIETEHIINH
a) He peke OJTHOTO pa3a B MOJIr0/1a;
0) He peXxe OHOTO pasa B TOJI;
B) HE peXKe OJIHOTO pasa B TPH rojia;
I') HE peXe OJJHOTO pa3a B IIATh JIET.
17. B xakoM JJOKYMEHTE OTPaKar0TCA
Pe3yIbTaThl TPOU3BEICHHBIX IPOBEPOK
MPABUJIBHOCTH MIPOCTABJICHUSI OTMETOK O
pPETUCTpAIMH U ABMKCHUN KOHPUACHIIMATHHBIX
JIOKYMEHTOB, JIeJ1, HOCUTENEeH 1 UX (GaKTUYeCKOTro
HaJIA4Ius?
a) B aKTe;
0) B MPOTOKOJIE;
B) B PCIICHUH;
I') B [IPUKAa3e.
YMmeTh NpUMEHTh  BblOpaHHbIe | 3aganue «Komniexc mep no 3awume
JOKYMEHTBI ISl Pa3HbIX | konpudenyuanrvHou ungopmayuu. CmpykmypHas
THTIOB " BUJIOB | opeanu3zayus KOHQUOEHYUaIbHO20
myOoauKanui B | 0enonpouszsoocmeay:
npodecCHOHATBLHON 1. CipoekTHpoBaTh (CMOAEIUPOBATh) KPYIHYIO
JeSITeNIbHOCTH; OpTraHHU3aIHIo, ONPENeIUTh chepy AesITeNbHOCTH U
WCIIONB30BaTh ~ WUX  Ha | peliaeMble 3aa4H.
MEXIUCHUTUTHHAPHOM 2. [IpencraBuTh CBOW BapHaHT CTPYKTYPHOI
YPOBHE OpraHu3aIu CIIyXObl KOH(PHUICHIINATBHOTO

JIeNIOTIPOU3BOICTBA (pa3paboTaTh CTPYKTYPY
OpraHu3aliy U [M0Ka3aTh MECTO CITYkKObI
KOH(HIEHIIMATIBHOTO IETONPOU3BOJICTBA B JJAHHOM
CcTpyKType). Onucarh CTeNeHb CaMOCTOATEbHOCTH
CIIy’KOBI KOH(PUICHIIMATIBHOTO JIeIONPOU3BO/ICTBA,
€€ MOAYNHEHHOCTb.

3. Onpenenuts JOMKHOCTHOM U YUCIIEHHBIN COCTaB
pabOTHUKOB CIIy>KObI KOH(DUIEHIIHAIBHOTO
JIEJIONPOU3BO/ICTBA, C IEPEUNCIIEHUEM
TOJDKHOCTHBIX 00SI3aHHOCTEN 110 KaXKIOMH
JOJIKHOCTH.

4. OnpenenuTb HOPMATUBHBIE AKThI, B TOM YKCJIE
JIOKaJIbHBIE, HA KOTOPBIX OCHOBBIBAETCS
OopraHu3anus padoThl CIIyKObI
KOH(HICHIINATILHOTO IeTIONPOU3BOJICTBA).

5. Onpenenutsb coep kaHue nepeyHs (Crucka)
BUJIOB HH(POPMALIMU KOH(UICHIINAIBHOTO
XapakTepa JJsl CIPOEKTUPOBAHHOM OpraHu3aluy.
[Tepeuenb 0pOpMUTH B BUJIE TAOIUIIBL.

6. OnpenenuTh coaepkaHue nmepeyHs (CIucKa)
JIOKYMEHTOB, COJIepKaIUX HH(OPMAITHIO
KOH(UICHIIMATEHOTO XapaKTepa Iy
CIIPOCKTUPOBAHHOM opranusauuu. Ilepeuens
0hOpMHTH B BUJE TAOIHUIIBI.

7. Onpenenuth CIUCOK pabOTHUKOB OPraHU3aINH,
MMEIOUTUX MPaBO JOCTYMNA K KOH()UIEHIIMAIbHBIM




CTpyKTypHBII

[Inanupyemele
JJIEMEHT O1leHOYHBIE CPENICTBA
pe3yabTaThl 00yUYeHus

KOMIICTCHITHH
JIOKYMEHTaM.
8. CocraButh u opopmuth [lomoxxkenue o ciayxoe
KOH(HJICHIIHATHHOTO JICTIONPON3BOJICTBA

Bnaners MPAKTUYCCKUMU IlepeyeHnb TeM M 3aaHUii UISI IOATOTOBKH K

HAaBBIKAMH BBUIIBICHUS U
oTOOpa TOKYMEHTOB IS
pa3HBIX THIIOB M BHIOB
MyOIUKaUi 1 HABBIKAMU
UX HCIOJIb30BaHHS

3a4eTy:

1. [Tonsitue KOH(HICHIIMATHHOTO
JIeTIONIPOU3BOICTBA.

2. [Tpusnaku KOH(PHICHIIMATHHOTO
JIeTIONIPOU3BOICTBA.

3. CooTHolieHne KOH(HUICHINATBHOTO U
OTKPBITOTO JEJIOMPOU3BOACTBA.

4, O6menocrymnHas nHpOopMaLHS u
uH(OpMaIHs OTPAaHUYEHHOT'O JOCTYTIA.

5. CootHo1ieHue uHpOpMaUn

OTPaHHYEHHOTO0 JOCTyla C TOCYIapCTBEHHOU
TallHOM.

6. Knaccudukamms CBEJICHUI
KOH(HUICHIIMAIILHOTO XapaKTepa IO OCHOBaHUSIM,
MPEyCMOTPEHHBIM NENCTBYIOIIUM
3aKOHO/IaTEILCTBOM.

7. CBenieHus, COCTaBIISIIONINE CIYKEOHYIO
TalHY.

8. [Topsimox oOparieHuss ¢ JOKYMEHTaMmH,
COJICPIKAIMH CITyKeOHYIO WH(OPMAIIHIO
OTPaHUYEHHOTO PACIPOCTPAHEHHUSI.

9. CBenmeHusi,  KOTOpble  HE  MOTYT

OTHOCUTBCSL K clykeOHo# TaitHe. I'pud «lns
CITY>KE€OHOTO TI0JIb30BAHUS».

10. Csenenus, COCTAaBJISIOIINC
KoMMepueckyto TaiHy. ['pud «Kommepueckas
TaliHay.

11. MeponpusAtusi,  HampaBlIEHHBIE  Ha
3alIUTy KOMMEPUYECKON TalHBI.

12. [lepconanbable maHHBIE (CBEACHHUS O
rpaxkanax). CoctaB NE€pPCOHATBHBIX TAHHBIX.

13. Knaccudukanms MIePCOHAITLHBIX
JTaHHBIX.

14. [Tonyuenue u o0OpaboTka

NEepCOHANBHBIX JaHHBIX. OCHOBHBIE TpeOOBAaHUS
pu 00paboTKe MEePCOHANbHBIX TAHHBIX.

15. [lepenaya  mepCOHAIBHBIX  JAHHBIX.
Omnpenenenne Kpyra JIMI, WMEIOIIUX IPaBO
JIOCTYTIA K TIEPCOHANIBHBIM JaHHBIM.

16. Caenenus, COCTAaBIISOIIE TalHy
CJICACTBUA U Cy,Z[OHpOI/I3BO,Z[CTBa.
17. Csenenus, CBSI3aHHBIE C

npo(ecCHOHANFHOM IeATEIhHOCTRI0  (BpadeOHas,
HOTapuajbHas,  aJBOKaTCKas  TailHa,  TailHa
MNEpCINCKH, TeJIe(bOHHBIX MEpEroBOPOB, MOYTOBBIX
OTIPABJICHUH, TenerpadHbIX WA WHBIX




CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemele
pe3yabTaThl 00yUYeHus

OneHouHble CpeICTBA

COOOIIECHUT).

18. CeneHuss 0 CYIIHOCTH H300peTeHus,
MIOJIE3HOW MOJETM WIN NPOMBILIUIEHHOrO o0pasna
10 opunMaNbHON MyOIMKanuy HHQOPMAIH O HUX.

19. BapuaHTBhl CTpYKTYpHO# OpraHu3amuu
KOH(HICHIIMATIHHOTO ISTTONPOU3BOJICTBA.
20. 3amaun W (QyHKIOUW, TpaBa U

OTBETCTBEHHOCTb  CIYXObl KOH(HIECHINATHHOTO
JIeTIONIPOU3BOICTBA.

21. JlokanpHBIE ~ HOPMAaTHUBHBIE  AKTHI,
yCTaHaBJIMBAIOIINE HOPSIIOK paboThI c
KOH(HICHIINATHLHBIMHI TOKYMEHTAMHU.

22. Pexxum COXPaHHOCTH
KOH(HICHIINATBHBIX JOKYMEHTOB.
OTBEeTCTBEHHOCTh 32 pa3[VIallleHHe CBEACHUMN
KOH(MICHIIMATBHOTO XapaKkTepa

I1K-17 BrageHreM METOIaMH 3aIUTHl HHGOPMAITIH

3HaTh

obmenpodeccuoHaIbHbIC
TEOPETHYECKHE u
METOJIMYECKUE  OCHOBBI
nH(}OPMALIMOHHOU
0€30MaCHOCTH M 3alIUTHI
uHpopmanuu

Tecm ona camonposeepku

1. KakoBa ocHOBHas Ielb  ydyeTa
KOH(UICHIIMATBHBIX TOKYMEHTOB?

a) perucrpanus KOH(PUACHITUATBHBIX

JIOKYMEHTOB;
0) obecrieueHne (HU3MIECKON COXPAHHOCTH,
KOMILIEKTHOCTH u IIEJIOCTHOCTH
KOH(l)I/I)IGHHI/IaJ'IBHI)IX JOKYMCHTOB;,
B) obecrieueHne MTOJTMHHOCTH

KOH(HICHIIMATHHBIX JJOKYMEHTOB;

r) ¢opmHupoBaHHE  KOH(MUIACHIUAIBHBIX
JOKYMEHTOB B JI€JIa.

2. I'ne mpocraBisieTcsi ITaMIl ¢ YKa3aHUueM
YY4ETHOTO  HOMEpa H  KOJHYECTBa  JIUCTOB
KOH(HICHIIMATBHBIX JOKYMEHTOB?

a) B BEPXHEM TPABOM YIIIy KaXKIIOTO JIUCTA
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YTy KaXKJIOro JIHCTa
JIOKYMEHTA;

B) B BEPXHEM IIPABOM YTITy TOJBKO MEPBOTO
JIMCTa IOKYMEHTA;

T) B BEpPXHEM JIEBOM YTy TOJBKO MEPBOTO
JMCTa IOKYMEHTA.

3. Kakas wuHpopManms yKa3bpIBaeTCs Ha
o0noxkkax  pabounx M CcTeHOrpadUYecKHx
TeTpajen?

a) rpu¢d KOH(UACHIMAIBHOCTH, PaMUIIHS U
MHUIHAJIBI UCITOJTHUTES, CPOK XPAHEHUS;

0) rpud KoH(DUIESHITNAITEHOCTH, KOTUYECTBO
JUCTOB, (PaMMIINS U MHUIMAIIBI UCTIOJIHUTEIIS;

B) BUJ HOCHTEIS, rpud
KOH(MJICHIIMATBHOCTH, KOJIUYECTBO JIMCTOB;
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OneHouHble CpeICTBA

T) BH/]I HOCHUTES, rpud
KOH(UICHIMATLHOCTH, (aMUIUST W HWHHUIHAAIBI
WCIIOJTHUTEJIS.

4. Jlo Hayana COCTaBJICHUS TEKCTa
KOH(UICHIIMATBEHOTO IOKYMEHTa IPOBOAUTCS
onepanus:

a) perucTpauuy KoH(OUIeHIIHATIbHOTO
JIOKYMEHTA;

0) perucTpamnuu HOCUTES
KOH(UICHIMATLHOW HHpOpManuu;

B) pEerucTpaliy MakeTa MoCTYIUBIIETO
JIOKYMEHTA;

T') COTJIaCOBaHUE TEKCTa
KOH(UICHIIMAILHOTO JIOKYMEHTA.

5. Ecnu koHGUACHIINATBHBIA JOKYMEHT
MeYaTaeTcs C YepPHOBUKA, KaKkas HHPOpMAaIlHs
YKa3bIBa€TCsl HA TIEPBOM JIUCTE YSPHOBUKA?

a) KOJIMYE€CTBO HEOOXOAMMBIX SK3EMIUISIPOB
MPOEKTA JOKYMEHTA, KOJUYECTBO JINCTOB
YEepHOBUKA;

0) KOJIMYECTBO JIMCTOB YSPHOBHKA, (haMIIIUS
WCTIOJTHUTEIS;

B) KOJJMYECTBO HEOOXOUMBIX IK3EMILISIPOB
MPOEKTa JOKYMEHTa, (paMUIIus UCTIOTHUTEIS;

T') KOJIMYECTBO HEOOXOIUMBIX IK3EMILISIPOB
MPOeKTa JOKYMEHTa, (paMuIus UCTIOTHUTENS,
KOJIMYECTBO JIMCTOB YEPHOBHUKA.

6. I'te mpocTaBnseTcs yueTHbI HOMEp U
rpud KoH(}UIEHIINATBHOCTH Ha IPOEKTE
KOH(UICHIIMATBEHOTO IOKyMEHTa?

a) Ha Ka)JIOM JIUCTE Ka)XJ0T0 dK3EMILIIpa
MPOEKTa JOKYMEHTA;

0) TOTHKO Ha TIEPBOM JIUCTE TTPOCKTA
JIOKYMEHTa B ONPEACTICHHOM JJIsl 5TOTO PEKBH3UTA
MecTe;

B) Ha BCEX JINCTaX MPOEKTa IOKYMEHTA B
JIEBOM HUKHEM YTJIy JIUIIEBON CTOPOHBI;

T') Ha BCEX JUCTaX MPOEKTa JOKYMEHTA B
MPaBOM BEPXHEM YTIIY JIMIIEBOH CTOPOHBHI.

7. C kakoii onepaiuy HaunHaeTcs paborta ¢
MOCTYIUBIIIHMH B OPTaHU3AIUIO
KOH(MUICHIIMATEHBIME TOKyMEHTaMU ?

a) y4eT MaKeTOB MOCTYIMHUBIITNX
JIOKYMEHTOB;

0) ydet HocuTesel nHpopMaIIiy;

B) BBOJI PETUCTPAIIMOHHBIX JTAHHBIX B
ABTOMATU3UPOBAHHYIO WU TPAIUIIMOHHYIO
CHUCTEMY yYeTa;

T') MPOCTaBJICHUE Ha TOKYMEHTE rpuda
KOH(HICHIIMATHHOCTH.




CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemele
pe3yabTaThl 00yUYeHus

OneHouHble CpeICTBA

8. I'ne mpocTaBisAtOTCS yueTHbIE HOMepa Ha
TEKCTOBBIX JOKYMEHTaX BBIJCIIEHHOT'O XPaHESHUS?

a) B BEpXHEM MPABOM YTJTy OOJIOKKH;

0) B BEpXHEM JICBOM YTy OOJIOKKH;

B) B BEpXHEM JIEBOM YTJIy Ka)KJOI'0 JINCTA
JOKYMEHTA;

') B HIDKHEM TIPABOM YTy OOJIOKKH.

9. I'te mpocTaBiisieTcsl y4€THBIN HOMED,
IPUCBOCHHBIA KOMUU KOHPHUIECHIIMATIBHOTO
JIOKyMeHTa?

a) Ha MePBOM JIUCTE KOIUU ITOCEepeIuHe
HUKHETO TT0JISI ¢ J0OaBJICHHEM a00peBUaTYPHBI
rpuda KOH(UICHIIUATEHOCTH;

0) Ha MEPBOM JICTE KOTMHU B IPABOM
HUKHEM YTy ¢ Jo0aBieHneM abOpeBuaTyphbl
rpuda KoH(UICHIIUATEHOCTH;

B) Ha BCEX JINCTAaX KOMUHU B IIPABOM HI)KHEM
yriy ¢ gobaBnenueM abOpeBuaTypsl rpuda
KOH(UICHIIMATTLHOCTH;

I') Ha BCEX JIMCTaxX KOIUM [TOCEpEeIUHE
HWKHETO TTOJISI ¢ J0OaBJICHHEM a00peBUATYPBI
rpuda KoH(UACHIUATBHOCTH.

10. VYkaxurte MecTopacmojoxkeHue rpuda
OTPaHUYEHUS JI0CTYNA K JOKYMEHTY.

a) B HIDKHEM JIEBOM YIJIy MEpPBOTO JIMCTa
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YIJIy NEPBOro JIHCTa
JIOKYMEHTA;

B) B HIDKHEM IIPaBOM YTIIy IMEPBOTO JIUCTA
JIOKYMEHTA;

I') B BEpXHEM NPaBOM YTy MEPBOTO JIUCTA
JIOKYMEHTA.

I11. K KkakoM JOKyMEHTE COJIEpKUTCS
uHpOpMaLUs O TOPSAOK MPHUCBOCHUS M CHATHUS

rpuda OTpaHUYECHUS J0CTyIa K
KOH(HICHIINATIBHBIM TOKyMEHTaM?
a) MOJIOKEHHE 0 ciyxoe

KOH(HICHIIMATIBHOT'O 1eIONPOU3BO/ICTBA;

0) WUHCTpYKIUS O TOpsiAKe paboThl ¢
KOH(HICHIIMATBHBIMU JOKYMEHTAMHU;

B) JIOJKHOCTHBIE MHCTPYKIIUM paOOTHUKOB;

I') MepeyeHb (CIUCOK) BHJIOB MH(POpPMALUHU
KOH(HUICHIIMAIBHOTO XapaKTepa.

12.  Kakue  gonojgHMUTENbHblE  rpadbl
COICPXKUT  TaOIM4YHAs  4YacTb  HOMEHKJIATYpPbI
KOH(HICHIIMATBHBIX Je?

a) HOMep 10 MOPSIKY;

0) rpu¢ KOH(MUICHIINATLHOCTH JIeNIa;

B) BuA HHPOPMAUA  OTPAHUYECHHOTO
JIOCTYyNa, COAEPKALLECICS B JIEIIE;
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r) HalMEHOBaHUE HOJIpa3/ieeHus,
KOTOPOMY IIPEOCTABIISAETCS JIETIO;

1) OTMETKH O JBW)KEHUH Jeila (apXUBHBIN
mmdp, HOMEp W Jara akra 00 YHMYTOXEHUH,
OTMETKH 00 OTIIPaBJICHUN);

€) KOJIMYECTBO JINCTOB B JIEJIE;

K) CPOK XpaHEHHMs M HOMepa crareil 1o
IIEPEYHIO;

3) epuo]] KOH(UACHIUAIBHOCTH JIeNa.

13. Crenuduueckoit COCTaBJISIONICH
KOH(HIEHIIMATIBHOT'O JIeNa SBISETCS:

a) BHYTPEHHSS OIUCH JIOKyMEHTOB;

0) CHHCOK COTPYIHHMKOB, JOIYIIEHHBIX K
Acy;

B) 3aBepUTEIbHAS HAAMUCH JIEN1a;

I') CHMCOK OTBETCTBEHHBIX HCIIOJIHUTEICH.

14. Ilpu BeIgaYe KOH(HUISHIMAIHHOTO Aea
COTPYAHUKY OpraHU3al1y JAeJaeTcsi OTMETKA B:

a) KapTOUYKe y4eTa BbllauH JIea;

0) KapTOUKe yueTa pa3pelieHHii;

B) KApTOYKE y4eTa BbIAAYN IOKYMEHTOB;

') BHyTpEHHEH ONuCH Jiena.

15. Kakum goxkymeHToM odopmisercs
nporenypa YHUUYTOXKEHUS  KOH(UIEHUIMAIbHBIX
JIOKYMEHTOB, JIe]1 U HocuTeNel nHpopmauu?

a) CBUJIETENIbCTBOM 00 YHUUTOXKEHUH;

0) cripaBKO¥ 00 YHUUTOXXCHUU;

B) MPOTOKOJIOM O XO/1€ YHUUTOKEHUS;

') aKTOM 00 YHUUTOXKEHHH.

16. KakoBa nepnoinYHOCTb IPOBEACHUS
MIPOBEPOK HATMYMS KOH(DUICHIINAITBHBIX
JIOKYMEHTOB?

a) He peke OJTHOTO pa3a B MOJIr0/a;

0) He pexe OJHOro pas3a B TOf;

B) HE peXe OJHOT0 pas3a B TpH I'0/1a;

I') HE peke OJJHOTO pasa B IATH JeT.

17. B KakoM JOKYMEHTE OTPakKaroTCs
pe3ybTaThl IPOU3BEICHHBIX IPOBEPOK
MPaBUIBHOCTH MPOCTABIICHUS OTMETOK O
pEerucTpalyy 1 IBUKEHUN KOH(PUICHIINATbHbBIX
JOKYMEHTOB, JIeJl, HOCUTEJICH U X (PaKTHIECKOTO
HaJIU4us?

a) B aKTe;

0) B IPOTOKOJIE;

B) B PEIICHUH;

I') B [IPUKAa3e.

VYmeTb

pacro3HaBaThb
s pexTuBHOE
IpUMEHCHHE

1. CnpoektupoBaTh (CMOACIUPOBATH) KPYITHYIO
OpraHu3alvIo, OMpEeAeIUTh c]epy AeATeNbHOCTH,
pelnaeMple 3aJ1auu.




CTpyKTypHBII

[Inanupyemele
JJIEMEHT OrneHouHbIe CPECTBA
pe3yabTaThl 00yUYeHus
KOMIIETEHIINH

npodeccnoHanbHOM 2. PazpaboTaTh  CTPYKTypy  OpraHuzalid U

JESATEIbHOCTH  METOJIOB | MoKa3aTh MecTo ciyx0bl IOY B nanHoil cTpykType

3amuThl UHpOpMaUU OT | (MOIETH).

HEdPPEKTHBHOTO 3. IlpeacraBuTh CBOM  BapHaHT CTPYKTYPHOM
opranmzaruu  ciayx0er  JIOY  (paspaborarh
CTpYKTYpy ciyx0b1 IOY).
4. Onpenenuth (GYHKIHH MOAPA3IACICHUN CITY>KObI
JOV.
5. OnpenenuTh JOJKHOCTHOM M YMCIICHHBIM COCTaB
pabotHukoB  ciuyxOel  JIOY  (mis  kaxmoro
noJipa3iesieHus).
6. Onpenenuthb JOKaJbHbIE HOPMATUBHBIE aKThI, HA
KOTOpPBIX OCHOBBIBae€TCS OpraHusanus paboThl
cyx6s1 JIOY.

Brnanets MPAKTUYECKUMHU 3ananue «Komnuexc mep no 3awume
HaBBIKaMU 3alIHTHI | KOHQUIeHyuarbHou ungopmayuu. Cmpykmyphas

PIH(bOpMaI_[I/II/I KW HaBBIKaMM
X UCIIOJIB30BaHUA

opearuzayus KOHQPUOeHUUAIbHO20
0e10npouU3800CmMear:

1. CipoekTHpoBaTh (CMOAETUPOBATH) KPYITHYIO
OpraHu3aIUIo0, ONPEACTUTH Chepy NeITETbHOCTH ’
peliaeMble 3a/1a4u.

2. IlpescTaBUTh CBOM BapHaHT CTPYKTYPHOU
OpTraHU3aINH CIYKObl KOH(UIECHIIHATEHOTO
JIeJIONPOU3BOJCTBA (pa3padoTaTh CTPYKTYpPY
OpraHu3alluy U TIOKa3aTh MECTO CIYXKOBbI
KOH()HICHIIMAIBHOTO JIETIONPOU3BO/ICTBA B TAHHOM
CTpyKType). Onucarhb CTeneHb CaMOCTOSTETbHOCTH
CITY>KOBI KOH(PUIACHITMATHHOTO IETONPOU3BOJICTBA,
ee MOTYMHEHHOCTb.

3. OnpenenuTth NOKHOCTHOM M YMCTIEHHBIN COCTaB
pabOTHUKOB CITyXObl KOH(UACHIIUAIEHOTO
JIEJIONPOU3BO/ICTBA, C IEPEUUCICHUEM
JOJDKHOCTHBIX 00sI3aHHOCTEH O Kaxk 101
JOJIKHOCTH.

4. OnpenenuTh HOPMATHBHBIC aKThI, B TOM YHUCIIE
JIOKaJIbHBIE, HA KOTOPHIX OCHOBBIBAETCS
opranu3zaius paboTbl CIIykKObI
KOH()HICHIIMAIBHOTO JIETIONPON3BOICTBA).

5. Onpenenutsb copep kaHue mepeyHs (CrucKa)
BUJI0B MH(QOpMAIMK KOH(UIEHIINATIBHOTO
XapakTepa JUIsl CIPOEKTUPOBAHHOM OpraHu3aluy.
[Tepeuens opopMUTH B BHJIE TAOTHUIIBI.

6. OnpenenuTth coep kanue mepeyHs (CrucKa)
JIOKYMEHTOB, COJIep KaIluX HHPOPMAIIHIO
KOH(UICHIIMATLHOTO XapaKTepa s
CIIPOEKTUPOBAHHOM opranu3aiuu. [lepeueHpb
0(OPMUTH B BUIEC TAOJHUIIBI.

7. OnpeaenuTh CMUCOK paOOTHUKOB OpTraHU3aIlHH,
UMEIOIINX MPABO JOCTYIA K KOHPHUIACHIIUATHHBIM
JIOKYMEHTaM.
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8. CocraButh U opopmuth [lomoxxenue o ciayxoe
KOH(HICHIIMATIHLHOTO ICTIONPON3BOJICTBA.

IIK-20 cnmocoOHOCTBIO HCIIOJB30BaTh IMpaBujila OpraHu3aluu BCEX OTAIIOB pa6OTBI C
JOKYMCHTAMH, B TOM YHUCJIC APXUBHBIMU JOKYMCHTAMH

3HaTh OCHOBHbIE onpeneneHus u | 1. U3yuuTs cienyrome HOpMaTUBHBIE IOKYMEHTHI:
MOHSATHS, OCHOBHBIE . 3akoH oT 21 uronsg 1993 1. Ne 5485-1 «O
METO/BI UCCIIEA0BAHUN, roCyJapCTBEHHOM TalHE»;

ONpE/ICIICHUS MPOIIECCOB | o Vkas3 [Ipesunenta Poccuiickoit @enepannn

opranu3zanuu Bcex dtanoB | ot 11 ¢espans 2006 r. Ne 90 «O nepeune

paboThI C JOKYMEHTaMH, B | CBEICHUN, OTHECEHHBIX K TOCYJapCTBEHHOM

TOM YHCJI€ apXUBHBIMHU TalHe»;

JOKYMEHTaMU; . ®denepanbHbii 3aKk0H OT 27 uroist 2006 r. Ne
152-®3 «O nepcoHaIbHBIX JaHHBIX);
. ®denepanbHbii 3aKk0H OT 29 urons 2004 r. Ne
98-®3 «O KomMMepUecKoil TaifHe».
PaccmoTpeTh OCHOBHBIE TOHSITHSI, UCIIOJIB3YEMBIC B
HOPMAaTHBHBIX JTOKYMEHTAX; MOJHOMOYHUS OPTaHOB
roCyJ1IapCTBEHHOM BJIACTU U JOJKHOCTHBIX JIUII B
00J1aCTH OTHECEHHUS CBEJICHUI K TOCYAapCTBEHHOM
TalfHe W UX 3alIUTHI; IEPEYCHb CBEJCHUIA,
COCTABJISIIOLIUX TOCY/IapPCTBEHHYIO TaliHY;
PEKBU3UTHI HOCUTEIIEH CBEJIEHUI, COCTABIISIOLINX
TOCYJaPCTBEHHYIO TaliHY; IPUHIIUIIBI U YCIIOBUS
00paboTKH EPCOHANIBHBIX JaHHBIX; TpaBa
cyOBeKTa MepCOHATBHBIX JAHHBIX; 00S3aHHOCTH
orepaTopa npu coope MepcoHaANbHBIX JaHHBIX;
0COOEHHOCTH MPEOCTaBICHUS HHPOPMAIIHH,
COCTAaBJISIIOLIEH KOMMEPYECKYIO TaliHY.
VYkazarh MMCbMEHHO Ha3HAYCHHE KaXI0T0 U3
YKa3aHHBIX HOPMaTUBHBIX TOKYMEHTOB.

YMmerb MIPUMEHSATH npasuia [ 1. CropoekTupoBaTh (CMOJENIUPOBATh) KPYIHYIO
OpraHU3aIMK BCEX ATAIOB | OpraHU3anuio, ONpeAeuTh chepy NesaTeTbHOCTH,
paboThI ¢ TOKYMEHTaMHU, B | pelraeMble 3aJauu.

TOM 4YHCIIe apXWBHBIMU | 2. PazpaboTaTh  CTPYKTypy  OpraHm3alud |

JTOKYMEHTaMU B | moka3aTth MecTo ciayx0b1 JIOY B maHHOU CTPYKType

npodeccroHanbHOM (Mozens).

NeSATEeIbHOCTH; 3. [IpencraButh CBOW  BapuaHT CTPYKTYpPHOU

UCIONIb30BaTh WX  Ha |opranuzauumun  cayxOel  JIOY  (pa3pabotarhb

MEXIUCHUTIITUHAPHOM CTPYKTYpy ciyk0b1 IOY).

YPOBHE; npuoOpetath | 4. Onpeaenuts QyHKIIUU TOpa3IeICHUN CITYKObI

3HAHUS B obmacru | JIOY.

WCMOJIb30BaHUsl  mpaBwi | 5. OnpeaenuTs J0IKHOCTHOW M YHACIICHHBIM COCTaB

OpraHM3aliy BCceX ATamnoB | paboTHUKOB  cinyk0bl  JIOY  (mns  kaxmoro

paboOTHI C TOKYMEHTaMHU, B | TOAPA3IACIICHHUS ).

TOM YHCJ€ AapXUBHBIMU | 6. OnpeaenuTs JOKaabHble HOPMATUBHBIE aKThI, HA

JOKYMEHTaMU; KOTOpPBIX OCHOBBIBae€TCSl OpraHusanus paboThl
ciyx6s1 JIOY.

Bnagets MPaKTUYECKUMU 3ananue «Y4er KOH(UIEHITMAILHBIX JOKYMEHTOBY:

HaBBIKAMH, CIIOCOOaMH

1. OdopmMuTh OCHOBHBIE y4eTHbIE  (OPMBI




CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemele
pe3yabTaThl 00yUYeHus

OneHouHble CpeICTBA

OLICHUBAHMSI 3HAYUMOCTH
U IIPAaKTUYECKOU
HPUTOTHOCTH,
OCHOBHBIMH METOJaMHU
pemieHus 3a1a4d B 001acTH
WCTIOJIb30BAHUS TPABUII
OpraHM3aIIH BCEX JTAIoB
paboThI ¢ JOKYMEHTaMH, B
TOM YHUCIIC apXUBHBIMU
JTOKYMEHTaMH,

KOH(bI/II[CHHI/IaJ'IBHBIX JOKYMCHTOB, BCTPCUAIOIIUCCA

Ha BCEX CTaIusX KOH(HICHIINATIHLHOTO
JIOKYMEHTO000pOTa, U3 CIEAYIOUIEro CIUCKA:

1) xypHain (xapTouka) ydera W3IaHHBIX
KOH(HIEHIIMATIbHBIX pacnopsIuTeNbHbIX

JOKYMEHTOB M TIPOTOKOJOB (MO KaXIOMY BHUIY
OTJIEJIbHO);

2) J)KypHaJl y4eTa U3JJaHHbIX KOH()UICHIINATbHBIX
JIOKYMEHTOB;

3) peecTp  ydera  BpPEMEHHO  IepeIaBaeMbIX
KOH(UICHIIMATBHBIX TOKYMEHTOB;
4) )xypHai yuera HOCTYNMBIIHUX

KOH(HICHIIMATBHBIX JJOKYMEHTOB;

5) sxypHas yyera KOH(PHICHIIMAIbHBIX JOKYMEHTOB
BBIJICJICHHOT'O XPaHCHUS;

6) kapTouka y4era BblIa4d KOH(UACHIIUATLHOTO
JIOKyMEHTa (z1e71a);

7) )KypHa ydera
KOH(UICHIIMATLHBIX JIOKYMCHTOB;
8) miTami paspelicHus Ha KOHPOBaHUE
KOH(UICHIIMATLHBIX JIOKYMCHTOB;

KOIIMPOBAHHA

9) kapTouka KOHTPOJIS VCIIOJIHEHUS
KOH(UIEHIIMAIBHOTO IOKYMEHTA.
2. CocTaBUTH u oopMuUTH JIOKYMEHTHI,

cojiepxainiie KOH(GUIESHIUATBbHYIO HWH(OpMAIIUIO,
MOJJIeKAIIUE KOMUPOBAHUIO, C YKAa3aHUEM BCEX
H€06XOI[I/IMBIX PEKBU3UTOB U OTMCTOK, HAHOCUMBIX
Ha JOKYMEHT B MPOLECCE M3TOTOBJICHUS KOMHH, U
CaMH DOK3CMILIAPEBI KOIIMHA DTUX JOKYMCHTOB, C
yKa3aHHeM BCEX HEOOXOAMMBIX PEKBU3UTOB U
OTMETOK.

Koudunennuansupie JOKYMEHTH OGOPMUTH s
CICOYIOIUX BUIOB KOIIMPOBAHUSA:

1) W3roToBIE€HHE [IOMOJHUTENBHBIX 3K3EMIUISIPOB

(THpaKupoBaHUE) KOH(pHICHITMATTEHBIX
JIOKYMEHTOB;
2) cHATHME KOMMM C  KOH(MUIEHIMAIbHBIX
JIOKYMEHTOB;

3) MpOM3BOJCTBO BBHIMUCOK M3 KOH(PHUICHIIHATBHBIX
JIOKYMEHTOB.

[IK-26 BnageHmeM HaBBIKAMHU 00pPaOOTKH

JIOKYMEHTOB Ha BCEX JTamax JIOKYMEHT000OpoTa,

CUCTCMAaTU3aluH, COCTABJICHUSA HOMCHKJIATYPLI OCIT

3HaTh

OCHOBHBIE ONPEICIICHUS U
IIOHATHUA, OCHOBHBIC
METOJIBI MCCIICJOBAHMIA,
OTIpeIeTICHUS TIPOIIECCOB
00paboOTKH JOKYMEHTOB
Ha BCEX dTamax
JIOKYMEHTOO000pOTa,

N3y4uts cnenyroniye HOPMATUBHBIE TOKYMEHTBI:
. 3axoH ot 21 nronsa 1993 r. Ne 5485-1 «O
rOCyIapCTBEHHOMW TailHEY;

. Vka3 [Ipesunenra Poccuiickoit denepanuu
ot 11 depans 2006 r. Ne 90 «O nepeune
CBEJICHU, OTHECEHHBIX K FOCYJapCTBEHHON
TalHEY;




CTpyKTypHBII

[Inanupyemele
JJIEMEHT OneHouHble CpeICTBA
pe3yabTaThl 00yUYeHus
KOMIIETEHIINH
CHCTEeMAaTH3alluu, o ®enepanbHbii 3aKk0H OT 27 uroist 2006 r. Ne
COCTAaBJICHUS 152-®3 «O nepcoHaIbHBIX JaHHBIX);
HOMEHKJIATYpbl JIE1T; . ®denepanbHbii 3aK0H OT 29 urons 2004 r. Ne
98-®3 «O kKomMMepUecKoil TaifHe».
PaccmoTpeTh OCHOBHBIE TOHSTHSI, UCIIOJIb3YEMbBIE B
HOPMAaTHBHBIX JOKYMEHTAX; MOJHOMOYHUS OPTaHOB
roCyJlapCTBEHHOM BJIACTH U JOJHKHOCTHBIX JIUI] B
00J1aCTH OTHECEHUS CBEICHUI K TOCYapCTBEHHOM
TalHE W WX 3aIUTHI; IEPEUYCHb CBEJICHUM,
COCTaBJISIOLIUX FOCYAAPCTBEHHYIO TaliHY;
PEKBU3UTHI HOCUTENEH CBEIACHHM, COCTABISIONINX
rOCYAapCTBEHHYIO TallHY; MPUHIIUIIBI U YCTIOBUS
00paboTKU EPCOHANIBHBIX JaHHBIX; MPaBa
cyOBEKTa NEPCOHATIBHBIX JAHHBIX; 00S13aHHOCTU
orepaTopa npu coope MepcoHaNbHBIX JaHHBIX;
0COOCHHOCTH Mpe0CTaBICHUS HHPOPMAIIHIH,
COCTaBIISIOILEH KOMMEPYECKYIO TaliHy.
VYka3aTb THCHbMEHHO Ha3HAY€HUE KaXKIOro H3
YKa3aHHBIX HOPMATUBHBIX JJOKYMCHTOB
YMers OOBSICHATH (BBISBIATD |
CTPOUTH) TUIIUYHBIE
4. Bemumure TepMUHBI U OMpeeNeHus,
MOJIeNN 00paboTKu
ONKCHIBAIOLIME MPOLIECC BIJIAJICHUS HaBbIKAMU
JOKYMEHTOB ~ Ha  BCEX
ramax 00paboOTKM  JOKYMEHTOB Ha  BCeX  JTamax
JTIOKyMEHTO000pOTa, CUCTEMATHU3AIINH, COCTABIICHUS
JTOKYMEHT0000pOoTa, .
HOMEHKJIATYphl Jien. JlaTh cpaBHUTENbHBIN aHAIN3
CHUCTEMAaTHU3alllH, -
MOHSITHA.
COCTaBIICHUS .
5. [Tpoananusupyiite HOPMATHBHBIC
HOMEHKJIATypPbl nien;
TpeOOBaHUSI K OpraHu3allid Ipoliecca BiaJIeHUs
KOPPEKTHO BBIpaXaThb U
HaBbIKaMU 00pa0OTKHU JTOKYMEHTOB Ha BCEX ATamax
apryMeHTHPOBAHHO
JTIOKyMEHTO000pOTa, CUCTEMATHU3AINH, COCTABIICHUS
00OCHOBBIBATh
HOMEHKJIATYpBbI J1e.
MOJIOKEHHU ~ 00paboTKu .
6. [Tpoananuzupyiite HOpMaTUBHBIE
JOKYMEHTOB ~ Ha  BCEX
ramax TpeOOBaHUSI K OpraHu3allldy Ipoliecca BiaJeHus
HaBbIKaMU 00pa0OTKHU JOKYMEHTOB Ha BCEX dTamax
JTOKYMEHT0000pOoTa,
JIOKyMEHTO000pOTa, CUCTEMATU3AIH, COCTABIICHUS
CHUCTEeMaTH3alllH,
HOMEHKJIaTyphl Jell.
COCTAaBJICHUS
HOMEHKJIATYpHI JIeT;
Bnaners MeTOo/IaMu 00pabOTKI 3aganue «HomeHkarypa nen»:

JOKYMEHTOB Ha BCEX
JTamax
JIOKYMEHTO000pOTa,
CUCTEMAaTHU3allHH,
COCTaBJICHUS
HOMEHKJIATYPHI JIeT;
croco0aMuy OlleHUBaHUS
3HAYUMOCTHU U
MPAKTUYECKOMN
MPUTOJJHOCTH 00pabOTKU
JIOKYMEHTOB Ha BCEX

1. CoctaBuTh 1 0OPMUTH HOMEHKIIATYPY
KOH(HICHIIMATBHBIX JIeJT 1151 KOHKPETHOM
OpraHu3aIiy.

2. CocTaBUTh ¥ 0OPMHTH CIICAYIOIINE
JOKYMEHTBI U3 CITUCKA, HEOOXOAMMBIE Ha CTaAUU
0(pOpMIICHHS U TIOJITOTOBKY KOH(PUACHIIUATHHBIX
JIe]1 K Tiepe/iade Ha apXUBHOE XpaHEHHE U NPH
IIPOBEJCHUH NTPOBEPOK HAJINYMS
KOH(HICHIIMATIBHBIX J€Jl, JOKYMEHTOB U YYETHBIX
YKYpHAJIOB:

1) cipaBka-3aMecTHTENb JOKYMEHTOB JIela;




CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemele
pe3yabTaThl 00yUYeHus

OneHouHble CpeICTBA

JTanax
JOKYMEHTO000pOTA,
CHCTeMaTH3alllH,
COCTaBJICHUA
HOMEHKJIATYPBI €T,
OCHOBHbIMU ME€TOAaAMHN
pelieHus 3a1a4d B 001acTH
00pabOTKU TOKyMEHTOB
Ha BCEX JTarax
JOKYMEHT0000pOTA,
CHCTeMaTH3alllH,
COCTaBJICHUSI
HOMEHKJIATYPBI JE71.

2) 00105KKa KOH(HICHIIMATBHOI'O JIE1a;

3) BHYTpEHHSIS OITUCH JOKYMCHTOB JICIa;

4) kapToUYKa y4eTa BhlJa4H KOHPHICHIHAILHOTO
Jena;

5) nmucT-3aBepuUTENb LI,

6) aKkT O BBICICHUN K YHUUITOKCHUIO
KOH(UICHIMAIBHBIX J€] ¥ JIOKYMEHTOB;

7) aKT 0 MpoBepKe KOHDUICHIUAIBHBIX JICI,
JIOKYMEHTOB M YYETHBIX KYPHAJIOB

JIIK-2 crocoOHOCThIO OPHEHTHPOBATHCA B 3aKOHOAATENBHOM W HOPMATHBHO-METOIUYECKOM
6a3e MH(OPMAIMOHHO-I0KYMEHTAIUOHHOTO O0ECIIeYeHUsl YIpPaBICHUS MU apXUBHOIO Jeia U
CMEXHBIX 00JacTeil

3HaTh 3aKOHOJATEIbHYIO u | U3yuuTs cienyronine HOpMaTUBHBIE JOKYMEHTBI:

HOPMAaTHUBHO- . 3akoH ot 21 uronst 1993 r. Ne 5485-1 «O

METOAUYECKYIO 0a3y | rocyiapcTBEHHOM TaiiHE;

MH(pOpPMaIMOHHO- . Vkas3 [Ipe3unenta Poccuiickoit @enepanun

JIOKYMEHTAI[MOHHOTO ot 11 depamns 2006 r. Ne 90 «O nepeune

o0ecrieyeHus: yInpaBieHUs | CBEIEHUH, OTHECEHHBIX K TOCYAapCTBEHHOM

Hu apXUBHOTO Jena; | TalHEeY;

MPaBOBYIO 0a3y CMEXHBIX | e ®enepanbHblil 3ak0H OT 27 utons 2006 r. Ne

oOmnacTeit B chepe | 152-D3 «O nepcoHATBHBIX JaHHBIXY;

KOH(HIEHIIMATBHOTO . ®enepanbHbIii 3aKoH 0T 29 nrong 2004 r. Ne

JICIIOTIPOU3BOICTBA 98-®3 «O KoMMepUYeCKOH TaifHEeY.
PaccMOTpeTh OCHOBHBIE MTOHSATHSA, UCIIOIB3YEMBIE B
HOPMATHBHBIX JOKYMEHTaX; TTOJTHOMOYHUS OPTaHOB
roCyAapCTBEHHOM BJIACTH U JTOJPKHOCTHBIX JIUI] B
00J1acTH OTHECEHHUS CBEICHUI K TOCYJapCTBEHHOM
TallHE U WX 3alUThl; IEPEYEHb CBEJICHUN,
COCTABJISIIOLIUX TOCY/IapCTBEHHYIO TaliHY;
PEKBU3UTHI HOCUTENEN CBEICHUM, COCTABIISIIOLINX
rOCYJapCTBEHHYIO TaliHY; IPUHIIUIIBI U YCIOBUS
00paboTKH NEPCOHANIbHBIX JaHHBIX; MpaBa
CyOBEeKTa MePCOHANBHBIX JAHHBIX; 00sI3aHHOCTH
orepaTopa npu coope nepcoHaNbHbIX JaHHBIX;
0COOCHHOCTH MPe0CTaBICHIUS HHPOPMAIIHH,
COCTaBJISOLIEH KOMMEPYECKYIO TaliHy.
VYka3arb NMCbMEHHO Ha3HAYEHHE KaXA0ro U3
yYKa3aHHBIX HOPMATHUBHBIX TOKYMEHTOB

YMers IIPUMEHATH u|l. CnpoextupoBaTh (CMOJEIUPOBATh) KPYHIHYIO

ONepUpoOBaTh OpraHu3alfIo, ONPEAETIUTh Cc]epy AEATENbHOCTH,

3aKOHO/IaTEIbHOMN U | peiaeMble 3aJa4Hu.

HOPMaTUBHO- 2. PazpaboraTh  CTPYKTypy  OpraHu3alud H

METOANYECKOM 6a3oii | mokazarh Mecto ciyxk0b1 IOY B maHHOH CTPYKType

JIOKYMEHTAIMOHHOTO (MoJens).

oOecrieueHrs yInpaBiIcHUS
W apXWBHOIo [OCja, a

CBOM
CITYKOBI

3. [IpeacraButh
OpraHu3alnuu

BapUaHT
J0Y

CTPYKTYPHOI
(pa3paboraThb




CTpyKTypHBII

[Inanupyemele
JJIEMEHT OrneHOYHBIC CPEICTBA
pe3yabTaThl 00yUYeHus
KOMIICTCHITHH

TaKXe CMEXHBIX | CTPYKTYpY ciyx0b1 JIOY).

obmacreit B cdepe | 4. Onpenenuts GYHKIMU TOAPA3ICTECHUI CITY>KOBI

KOH(HUACHIIMAITBHOTO JOY.

JIEJIONPOU3BOACTBA 5. OnpenenuTh AOHKHOCTHOM M YHCIIEHHBIA COCTaB
pabotHukoB  ciayxObl  JIOY (s xaxmgoro
Mo/Ipa3ieyiCHus ).
6. OnpenenuTh JOKAIbHbIC HOPMATUBHBIC aKThI, HA
KOTOPBIX OCHOBBIBACTCSI OpraHU3aIus pabOThI
ciyx6s1 JIOY.

Bnanets ciocobamu  oueHuBanus | IIpumephoie 6onpocot K 3auemy

3HaYMMOCTHU ull [ToHsiTHE KOHDUACHITUATBEHOTO

MIPAKTUICCKON JIEJIONIPOU3BOICTBA.

MIPUTOTHOCTH 2. [Tpu3HaKu KOHPHUACHIINATHLHOTO

WCIIOJIb30BAHUS JIEJIONIPOU3BOICTBA.

3aKOHOJATEIbHON ul3. CooTHolIeHne KOH(DUICHIIMAIBHOTO U

HOPMAaTHUBHO- OTKPBITOTO JISIIONPOU3BOICTBA.

METOINYECKON Oasoii | 4. ObmenocrynHas nHhopManus u

nH()OPMAITMOHHO- uH(OpMAIIKS OTPAHHYEHHOTO JIOCTYTIA.

JOKYMEHTAI[HOHHOT'O 5. CooTtHorienre nHGopMaIum

o0ecrieyeHnst yrpaBiIeHHsI
U apxXUBHOIO Jena M
CMEXHBIX oOnacTel B
chepe
KOH(UIEHIINAIbHOTO
JIeNIOTIPON3BOICTBA

OTPaHUYEHHOTO JOCTYIA C TOCYIapCTBEHHON
TalHOM.

6. Knaccudukanus cBeneHmii
KOH(HIEHIIMATIBHOI0 XapaKTepa 0 OCHOBAHUSM,
PEIYCMOTPEHHBIM JCHCTBYIOIUM
3aKOHOJATEIbCTBOM.

7. CBeneHusi, COCTaBIISIONINE CITYKEOHYIO
TalHYy.

8. [Topsimox oOpateHus ¢ TOKyMEHTaMH,
COJIEPXKALUMHU CITY)KeOHYI0 HH(POPMALIHIO
OTPaHUYEHHOTO PACTIPOCTPAHCHHUS.

9. CBezieHHUs1, KOTOPbIE HE MOTYT OTHOCHUTBCS K
ciyxebnoit taitae. I'pud «/Ins cimyxedHOTO
MOJIb30BAHUS».

10. CBezieHNUs1, COCTABIIAIOIINE KOMMEPUECKYIO
TalHy.
11. MeponpusATHs, HalpaBIECHHBIE HA 3aLIUTY

KOMMEPYECKOU TANHBI.

12. [TepconanbHbIC JaHHBIEC (CBEICHUS O
rpaxanax). CocTaB epcoOHaIbHBIX JaHHBIX.

13. Knaccugukanus nepcoHalbHbIX JaHHbBIX.
14. [Tony4yenue u 06paboTKa MEepPCOHATBHBIX
naHHbIX. OCHOBHBIE TPeOOBaHUS MPU 00pabOTKe
NEPCOHANBHBIX JaHHBIX.

15. [Tepenada nmepcoHAIBHBIX TAHHBIX.
Omnpenenenue Kpyra JIML, UMEIOLIUX IIPABO
JIOCTyTa K MEePCOHATBHBIM JaHHBIM.

16. CBeneHus, COCTaBIISIIOIINE TallHY CJIEICTBUS
U CyJOTPOU3BO/ICTBA.

17. CBezieHus, CBsI3aHHBIE € IPO(PECCHOHATBHOM
JIeATEeITLHOCTRIO (BpaueOHasl, HOTapHaIbHas,




CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemele
pe3yabTaThl 00yUYeHus

OneHouHble CpeICTBA

aJIBOKaTCKas TailHa, TaiiHa MEPeIrCKH,
TeneOHHBIX IEPETOBOPOB, MOYTOBBIX
OTMPABJICHHUH, TeJerpadHBIX WIIN WHBIX
COO0O0IIIeHUT).

18. CBejieHHs O CYIIHOCTH U300pETeHUS,
MOJIC3HON MOJISNIH WJIHM MPOMBIIIIEHHOTO 00pasia
110 ouranpHON MyoJuKaIuyu HHGOPMAIIUU O HUX.
19. BapuaHTBI CTpYKTYpHOM OpraHu3anuu
KOH(HICHIIMAIBHOTO JISJIOMPOU3BOJICTBA.

20. 3amaun u QyHKIMH, IpaBa U
OTBETCTBEHHOCTbH CITY>KOBI KOH(DUISHIINATIEHOTO
JIEJIONTPOU3BOICTRA.

21. JlokanpHbIC HOpPMATHUBHBIC AKTHI,
YCTaHABIIMBAIOIIUE TIOPSI0K PabOThI C
KOH(UICHIIMATBHBIMA JOKYMEHTAMHU.

22. PexxuM coxpaHHOCTH KOH(DHICHIIMAIBHBIX
JIOKYMEHTOB.

23. Haznauenue u BuIbI yuera
KOH(UICHIIMATBLHBIX JOKYMCHTOB.

24. VYyet HOCcHUTENEH KOH(DHICHIIMAIBHON
MH(pOpMaLIUH.

JIIK-6 criocoOHOCTBIO OpraHU30BaTh paboOTy C JOKYMEHTaMH, COJIepKaIluMU HH(pOpMAaIIio
OTpaHMYEHHOr0 JIOCTyNa

3HaTh

oOmernpodeccuoHaIbHbIC
TEOpEeTHYECKHE u
METOAMYECKHE  OCHOBEI
paboThl C JTOKYMEHTaMH,
COJIepIKALTIMH

HHpOpMaIHIO

OTPaHUYEHHOTO JAOCTYIa

Tecmut 013 camonposepku:

1. Kakoif TOKyMEHT oIpenenseT HepedyeHb
CBEICHHMM,  COCTaBJISIOUIMX  T'OCYJapCTBEHHYIO
TalHy?

a) Ilocranosnenue IlpaBurensctBa P® ot
11.02.2008 Ne 138 «O mepeuyHe CBeIEHHI,
OTHECEHHBIX K I'OCYJapCTBEHHOMN TallHE»;

0) Vka3 [Ipesunenta PO ot 30.11.1995 Ne
1203 «O06 yTBepkACHUM TEpPEYHs CBEACHHUIA,
OTHECEHHBIX K FOCY/IapCTBEHHOU TailHe»;

B) IlocranoBnenue IlpaBurenscrBa PO ot
23.11.1996 Ne 18 «OO yTBepKIEHUH IEpeyHs
CBEICHMM,  COCTaBISAIOLUIMX  T'OCYJapCTBEHHYIO
TalHYy»;

r) Yka3 Ilpesugenra P® or 11.02.2006 Ne
90 «O nmnepedyHe CBEIEHUM, OTHECEHHBIX K
rOCYIapCTBEHHOW TAHE.

2. Kaxkne CBEJICHUS COCTaBJIAIOT
rOCy/IapCTBEHHYIO TaliHy?

a) CBEJICHUS B 00JIaCTH YKOHOMHUKH, HAYKH U
TEXHUKU;

0) cBelleHHsI B BOGHHOM 00J1acTH;

B) CBEJICHUS B obnactu
BHYTPHUIKOHOMHUYECKOM NEATCIIEHOCTH
rOCy/1apCTBa;

T') CBelleHUsS B O0JACTH pa3BeAbIBATECIbHOM,




CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemele
pe3yabTaThl 00yUYeHus

OneHouHble CpeICTBA

KOHTpPpa3BeIbIBaTeNIbHOM u OIrepaTHUBHO-
PO3BICKHOM JNEATEIBHOCTH;

1) CBEJIeHUs B 00JIaCTH HAayKH, H300peTeHni
Y TIOJIE3HBIX 00Pa3I[0B TEXHUKU;

€) CBEJICHUS B 00JIACTH BHENTHEH MOJIUTUKH
Y DKOHOMUKH;

3. Kak ®enepanbhbiii 3akoH ot 27.07.2006
Ne 149-@3 «O6 unbpopmanmu, uHOPMAITMOHHBIX
TEXHOJOTUSIX W O 3amure  uHbOpMaIun»
OTpe/CNsIeT  TOHITHE  «KOH(PHUICHINATHHOCTH
uHpopmaun»?

a)  oOs3arenpbHOE  JUIL  COONIOJICHMS
OMepaToOpoOM WU UWHBIM JIUIOM, [OJYYHUBIIUM
JIOCTyN K WH(OpManuu, TpeOOBaHKME HE JIOMYCKATh
ee pacrpocTpaHeHusi 0e3 corjacus CyObeKTa WU
HAIUYUS THOTO 3aKOHHOTO OCHOBAHMUS;

0) O3HAKOMJICHHE OIpPEAENEHHbIX JHUI[ C
KOH(GUICHIIMANBHOM  HHpOpMaIUeil, TOIbKO C
coriacusi ee oOnamaTeNsi WIM Ha WHOM 3aKOHHOM

OCHOBaHUU npu YCIIOBUU COXpaHEHUS
KOH(UICHIIMATLHOCTH YTOH MHPOPMAITUH;
B) IIPaBOBBIE, OpraHu3allMOHHBIE,

TEXHUYECKHE M HMHbIE NPUHUMAaEMble o0anaTesieM
uH(pOpMaILIUU MEpHI IO €€ 0XPaHe;

r) o0s3aTenbHOE JUIsl BBIIOJHEHUS JIULIOM,
MOJTyYUBILUM JOCTyT K OIPEEIIEHHON
uH(popmanuu, TpeOoBaHHE HE IepeaaBaTh TaKyIO
UHGOpPMALIMIO TPETbUM JHIaM 0Oe3 coriacusi ee
oOnanarens.

4. Kakoll JOKyMEHT OmnpenenseT BUAbI
KOH(uAeHIHAIbHON nHpOpMaIun?

a) Ilocranosnenue IlpaBurensctBa PO ot
11.02.1997 Ne 118 «OO0 yTBepKIE€HUU BHJIOB
KOH(pHIEHIIMATBHON HH(OpMaIN»;

0) Yka3 IIpesunenta PO ot 06.03.1997 Ne
188 «O6 yrBepxknenun llepeuns cBeneHuit
KOH(PHICHIIMAIBHOTO XapaKTepay;

B) IlocranoBnenue IlpaBurensctBa PO ot
11.02.2006 «O6 ytBepxaenuun Ilepeuns cBeneHwmit
KOH(HICHIIMATIBHOTO XapaKTepay;

r) Yka3 Ilpesunenta PO ot 23.11.2006 «O
BUAX uHpopMaun KOH(HIEHIINATIHLHOT O
XapakTepay.

5. Kakags  cocraBmsgonias  OTJIMYaeT
KOH(pUIEHIIMATbHOE JIeJI0TIPOU3BOCTBO oT
OTKPBITOTO JIEJIONPOU3BOJCTBA?

a) 3armmra coJiepKaIiecs B
KOH(UICHIIMATBHBIX JOKYMEHTaX WHPOPMAIUY;

0) JOKYMEHTHpPOBaHHME KOH(HICHIIMATbHON
uHpopMaInu;
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OneHouHble CpeICTBA

B) opraHu3arus paboThI c
KOH(HICHIINATHHBIMH IOKYMEHTAMU;

T) perucTpanms KOH(HICHIIMATbHBIX
JIOKYMEHTOB.

6. Kakue HOpMaTuBHBIE  JIOKYMEHTBI
YCTAQHABJIMBAIOT  €IWHBIA  TIOPSIIOK  CO3JaHMA,
00paboTku, XpaHeHUs u WCIOJIb30BaHUS
KOH(HICHIIMATBHBIX JJOKYMEHTOB B OpraHN3alUuu?

a) CIMCOK ~ pabOTHUKOB  OpraHU3allMH,
UMEIOIIMX TPaBO JOCTYyMa K KOH(HUICHIHAIHHBIM
JIOKyMEHTaM;

0) nepeyeHb HEPETUCTPUPYEMBIX
JIOKYMEHTOB;

B) UHCTPYKIHS O TOpsSIKe paboTel ¢
KOH(UICHIIMATEHBIMUA JOKYMEHTAMU;

I) TepedeHb JOKYMEHTOB, COJEpKalluX
uHpOpMAaLHIO0 KOHPHUISHIIMATHHOTO XapaKTepa;

1) UHCTPYKIIUS T10 JIeJIONIPOU3BOJICTBY;

e) nepevyeHb BUJIOB uHpOopMauu
KOH(UICHIIMATBEHOTO XapaKTepa;

K) TepeueHb YHH(PHUIUPOBAHHBIX (opM
KOH(HIEHIINATBHBIX JOKYMEHTOB.

7. B COOTBETCTBUU c KaKUMH
CHelHaIbHBIMU JIOKYMEHTaMM JEHCTBYeT Ciyx0a
KOH(UIEHIIMATILHOTO JIEI0NPOU3BO/ICTBA?

a) MOJIOKEHUE 0 ciyxoe
KOH(HICHIIMATHHOTO JIEIOTPOU3BO/ICTBA;

0) MHCTPYKIHMS O THOpsijiKe paboThl C
KOH(HICHIINATHHBIMHI TJOKYMEHTAMHU;

B) IOJDKHOCTHBIE MHCTPYKIIMU PaOOTHHUKOB;

I) TIpaBWia BHYTPEHHET0  TPYIOBOIO

pacnopsika.

8. I'’me MAOMWKHBI XpaHUTHCS 3amacHbIe
AK3EMILISPBI KJII04YeH oT TIOMeEIICHU I
KOH(pHICHIIHAIBHOTO JIEIOTIPON3BO/ICTBA,

pacrhamHblX METaUIMYEeCKUX pEIIeTOK Ha OKHaX,
ceiidoB u mkados?

a) B KaOuHeTe y  pPYKOBOAMTEINA
OpraHu3aIumy,

0) B oOIEYaTaHHBIX HOMEpPHOW IeYaThio
neHajax WM KOHBEpTax  IMOJpa3JeleHust
KOH(HICHIIMATIBHOTO  JIeJIONPOU3BOJCTBA WM B
ciry0e 6€30macHOCTH.

B) B ONEUYaTaHHBIX MEHaJaX WJIM KOHBEPTAxX
Ha BaxTe;

r) B celipe B Oyxranrepuu.

9. Kak odopmusercs paspenieHue Ha
JOCTYIl K  TOCTYNMBIIUM WM HM3JaHHBIM
KOH(HICHIIMATHHBIM TOKyMEHTaM?

a) Ha OOOpOTHOW CTOpPOHE JOKYMEHTa B
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BUJIC IITAMIIA;

0) B BHIE «OTMETKH O JOCTyHe K
JOKYMEHTY»;

B) B BHJIE «TpHUda COTITaCOBAHU;

) B popMe PE30TIOLUN HAa JOKYMEHTE.

YMeTn

OCYILIECTBIIATh "
OpPTraHU30BBIBaTH PabOTy

Ha

npodeccuoHaITbHOM

YpPOBHC C JOKYMCHTAaMH,
coziepIKaIiMu
nHpOpMAIIHIO
OTPaHUYEHHOT'O TOCTyIa

[TuceMeHHO OTBETUTDH Ha CJIEAYIOIIKE BOIPOCHI,
yKa3aB HaMEHOBaHUE HOPMATUBHOI'O JJOKYMEHTA,
TOYHYIO (POPMYIUPOBKY, MOITBEPKIAIOLIYIO
BBICKA3bIBAaHUE, HOMEDP MTYHKTA U HOMEP CTAThHU:

. PaccmaTpuBaercs 5 4enoBeK B KayecTBe
HOCUTES CBEJICHUI, COCTaBJISIOLINX
roCyapCTBEHHYIO TailHy?

. Kaxkoii MaKCHUMaJIbHbIN CpPOK
paccekpeymBaHUsi  CBEACHUM,  COCTaBJISIOIIMX
roCyJ1lapCTBEHHYIO TailHy?

. Kak dacrto HeoOXoaumo mepecMaTpuBaTh
HepeyHu CBEJICHUI, MOJITIEKALINX
3aceKpeYrBaHUIO?

o Kto HaJelIeH MIPaBOM MPOJICHUS
MepPBOHAYAIIEHO YCTaHOBJICHHBIX CPOKOB
3aCEKpPECUYNBaHUS HOCHUTEIIEH CBEJICHUMH,
COCTAaBJISIFOLUX TOCYIapCTBEHHYIO TallHy?

. B kakux ciyyasgx HOCHUTEIH CBEICHUM,
COCTaBJISIIOLIMX TOCYAAPCTBEHHYIO TailHy, MOTYT
OBITh PAcCEKpeyeHbl 10 HCTEUYEHHUS CPOKOB HX
3aceKpeurBaHMsI?

. Ha kakue oTHOLIEHHS HE pacnpoOCTpaHsAETCs
nericteue denepanbHoro 3akoHa «O MepCOHATBHBIX
TAHHBIX»?

. Ha OCHOBE KaKuX NPUHIUIIOB
OCYIIECTBISETCS obpaboTka MEPCOHATBHBIX
JaHHBIX?

. B kakux ciydasx cBeleHUS O CYObBEKTe
MEPCOHANBHBIX JAHHBIX MOTYT OBITH B JI00OE
BpeMst UCKJTIOYECHBI u3 001IeTI0CTYITHBIX
HMCTOYHUKOB NIEPCOHAIIbHBIX JIaHHBIX?

. Yro MPEATNOJIararT NENUCTBUA o
00e3MMYMBaHUIO TIEPCOHATBHBIX JaHHBIX?

. Kto sBnsercss oGmanmarenem uHpOpMAINH,
COCTaBJIAIOLIEN KOMMEPUYECKYIO TalHY?

. B kakumx cmydasx um KoMy, oOnamareinb
uH(pOpMAIlMK,  COCTABISIONICH  KOMMEPUYECKYIO
TalilHy, 0053aH TIPEAOCTaBUTh ATy HHQOpMaInio?
Kak 310 10o/mKkHO OBITE 0OpMIIEHO?

B kakux cnyyasx wuHpopmanus, COCTaBISIONIAs
KOMMEpUYECKyI0 TaiiHy, oOjamaTeneM KOTOPOM
ABIIETCS APYroe JIMLO, CUYUTACTCS MOTyYeHHOU
HE3aKOHHO?




CTpyKTypHBII

[Inanupyemele
JJIEMEHT OrneHouHbIe CPECTBA
pe3yabTaThl 00yUYeHus
KOMITETCHIIH
Brnaners HaBbIKAMU 1o | IIpumepnsie 6onpocwt K 3aueny
OCYILECTBIICHUIO ull. [TonsiTHE KOH(UACHITUATEHOTO
OpraHM3aliy padoTHl Ha | IENONPOU3BOJICTBA.
npoeCcCHOHATLHOM 2. [Tpu3Haku KOH(PHUAESHIINATIHLHOTO
YPOBHE C JIOKYMEHTaMH, | IeTIONPOU3BOICTBA.
COoJZIepKALTIMH 3. CooTHotieHne KOH(pUICHINAIBHOTO U
UHOPMAIIHIO OTKPBITOTO JEJIONPOU3BOACTBA.
OrpaHMYEHHOro Joctyna | 4. OO6menoctynnas HHPOpPMALUS U
uH(pOpMAaIHs OTPAaHUYEHHOTO JOCTYTIA.
5. CootHouieHne nHpopMauu

OTPaHUUYEHHOTO JIOCTYIA C TOCYAapCTBEHHOU
TAHOM.

6. Knaccudukanms cBeaeHuit
KOH(UICHIIMATLHOTO XapaKTepa M0 OCHOBAHUSIM,
MPElyCMOTPEHHBIM JIeHCTBYIOIIUM
3aKOHO/IATEIHCTBOM.

7. CBenenusi, COCTaBIISIONINE CITYKEOHYIO
TalHy.

8. [Topsimok oOpateHus ¢ TOKyMEHTaMH,
COJIepIKaIIMHU CITY>KeOHYI0 HH(DOPMALIHIO
OTPAHWYCHHOTO PACIIPOCTPAHCHUSI.

9. CBeneHusi, KOTOpbIE HE MOT'YT OTHOCHTBCS K
ciyxebnoit taitae. I'pud «/Ins cimyxedHOTO
MOJIb30BAHUSY.

10. CBenieHus1, COCTaBIISAIONINE KOMMEPUECKYIO
TalHYy.
11. MeponpusATysi, HalpaBJICHHBIE HAa 3aLIUTY

KOMMEPYECKOU TAHBI.

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

13.  Knaccudukanus nepcoHaNbHbBIX JaHHBIX.
14. [Tony4yenue u 06paboTKa MEPCOHATBHBIX
naHHbIX. OCHOBHBIE TPeOOBaHUS MPU 00pabOTKeE
MEPCOHANBHBIX JIaHHBIX.

15. [Tepenayda nmepcoHAIBHBIX TAHHBIX.
OnpezneneHue Kpyra Jimil, IMEIOILINX IPaBo
JIOCTYTIA K TIEPCOHAIbHBIM JTaHHBIM.

16. CBezieHHUs1, COCTABIISIOIINE TalHY CIECTBHS
U CY/IOTIPOHM3BO/ICTBA.

17. CBezieHus, CBsI3aHHbIE € PO(ECCHOHATBHOM
JIeATeTLHOCTRIO (BpadeOHasi, HOTapuaIbHas,
a/IBOKaTCKas TaifHa, TailHa MepenucKH,
Tese()OHHBIX TIEPErOBOPOB, TIOYTOBBIX
OTIIpaBJIECHUM, TeTerpadHbIX UM UHBIX
COOOIIICHUT).

18. CBezieHHUs O CYHITHOCTH N300peTeHus,
HOJIE3HON MOJIENTU MJTH NTPOMBILIIEHHOT0 00pasia
10 opunManbHOM MyOIMKauuy HHQOPMAIH O HUX.
19. BapuaHTBI CTpYKTYpHOM OpraHu3aIiu
KOH(HICHIIMATIHLHOTO IETTONPON3BOJICTBA.
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pe3yabTaThl 00yUYeHus Ouenounie cpeacTsa

20. 3amaun U QyHKIHH, IpaBa U
OTBETCTBEHHOCTD CIIY:KOBI KOH(PHICHIIMATHHOTO
JIEJIONPOU3BO/ICTBA.

21.  JlokalbHbIC HOPMATHUBHBIE AKTHI,
yCTaHaBIIMBAIOIIUE MOPSA0K paboThI €
KOH(UICHIIMATLHBIMHA JOKYMEHTAMHU.

22. PexxuM coxpaHHOCTH KOH(DHICHIIHATIBHBIX
JIOKYMEHTOB.

23. Ha3nauenwue u BuabI yuera
KOH(UICHIIMALHBIX JJOKYMCHTOB.

24. VYyet HOCcHUTENEH KOH(DHICHIIMAIBHON
MH(pOpMaLIUH.

Ilepeuens mem u 3a0anuil 011 NOO20MOBKU K 3a4emy:

23. Tonsamue KOHDUOEHYUATLHO20 0eTONPOU3BO0CMEA.

24. [lpusnaku KOHGUOEHYUATLHO2O 0eIONPOU3BOOCTEA.

25. Coomnowenue KOHGUOCHYUAILHO20 U OMKPBINO20 OeIONPOU3B00CMEA.

26. Obwedocmynnasn ungopmayus u uHhopmayus 02paHuienHo20 00Cmynd.

27. Coommnowenue uHghopmayuu 02panuyeHHo20 00CMyna ¢ 20Cy0apCcmeeHHol MatHol.

28. Knaccugpuxayusi ceedenuili KOHOUOESHYUATbHO20 XaApakmepa No OCHOBAHUSM,
nPeodyCMOMpPeHHbIM 0eUCMBEYIOUUM 3AKOHOOAMENbCMBOM.

29. Ceeodenus, cocmasnsaiowjue CayHceOnyo maimy.

30. Ilopsiook obpawenuss ¢ OOKYMEHMAMU, COOEPHCAUWUMU CAYHCEOHYIO UHDOPMAYUIO
02PAHUYEHHO20 PACHPOCMPAHEHUSI.

31. Cseoenus, xomopvie He MO2Yym OMHOCUMbCA K CaysceOnou maune. I pugh «/lns
CILYIHCEOHO20 NONb30BAHUSLY.

32. Ceeodenus, cocmasnsouue kommepueckyio mauny. I pugh « Kommepueckas maunay.

33. Meponpusamus, nanpaeieHuvie HA 3aUUMY KOMMEPUECKOU MAUHbL.

34. Ilepconanvuvie dannvle (céedenusi o epadxcoanax). Cocmas nepcoHaIbHbIX OAHHbBIX.

35. Knaccugpuxayus nepconanvbuwvix OaHHbIX.

36. Ilonyuenue u obpabomra nepconanrvhvblx OanHvlx. OcHOBHble mMpebosaHust npu
00pabomie nepCcoHAIbHbIX OAHHBIX.

37. Ilepedaua nepconanvuvix oOaunvix. OnpedeneHue Kpyea Uy, UMEOWUX NPABO
0ocmyna K nepcoHaibHblM OAHHbIM.

38. Cseoenus, cocmasnsiowue maiiny ciedcmasus u cyo0onpou3s00cmaa.

39. Cseoenus, cesasanHvie ¢  NPOPeccCUoOHATbHOU  OesmelbHOCmblo  (8pauebHas,
HOMAapUuanbHas, a080KAMCKAsA MAlHA, MAUHA NepenucKu, meieQOHHbIX Nepeco8opos, NOYMOBbIX
omnpasieHull, menecpaghHvlx Ui UHbIX COOOWEHULL).

40. Ceedenuss o0 cywmocmu uzobpemeHusl, NOJNE3HOU MOOeIU UIU NPOMBIULIEHHO2O
obpazya 00 ouyuanrbHol NYOIUKAYUU UHGOPMAYUU O HUX.

41. Bapuanmwvi cmpyKmypHOU Opeanu3ayu KOHGUOEHYUATbHO2O 0eNONPOU3BO0CMEA.

42. 3a0auu u Gynkyuu, npasa u OmMEEMCMEEHHOCMb CAYHCObL KOHGUOCHYUATbHO2O0
denonpouzeoocmaa.

43. JlokanvHblie HOpMamueHvle aKmbl, YCMAHABIUAOWUE NOPAOOK pabomsl ¢
KOHMUOEHYUATbHLIMU OOKYMEHMAMU.

44. Peoicum coXpanHoCmu KOHGUOEHYUATbHBIX OOKYMEHMOS.

45. OmeemcmeeHnoCcmb 3a pazeiauerue c8edeHUll KOHPUOEHYUATbHO20 Xapakmepa.




0) [Hopsinok npoBeeHUsI MPOMEKYTOYHOM ATTEeCTAIUM, OKA3aTeJIH U KPUTEPUH
OLlCHUBAHUA:

[TpomexxyTouHas aTTecTanus o auciuiumae «KoHpuaeHnnaipHoe AeTOMPON3BOICTBOY
BKJIFOYACT  TEOPETHYECKHE  BOMNPOCHI,  IMO3BOJIAIOIIME  OIEHUTh  ypPOBEHb  YCBOCHUS
00yJarmUMUCs 3HaHUH, U TIPAKTHYECKUE 3aaHMsI, BBISBISIIONINE CTENICHh CHOPMHUPOBAHHOCTH
YMEHUW W BIAJACHHUH, TPOBOIUTCSA B (hopMe 3adera ¢ OIEHKOH. 3adeT Mo JTaHHOW IHCLUILINHE
IPOBOJUTCS B yCTHOU (hopme B (hopMe KOJUTOKBUYMA T10 BOIIPOCAM.

Kpumepuu oyenxu (6 coomeemcmesuu ¢ popmupyemvimu KOMNEeMeHYyuamu u RAAHUPYemMblmMu
pe3yrbmamamut 00yyeHus1):

Ilpu cpade s3auema c oyenkoti OOy4AIOUIMHCS JODKEH II0OKa3aTb C(HOPMUPOBAHHOCTD
CJIEAYIOUIMX KOMITETCHIIUHI:

CIOCOOHOCTH MCIIOJIb30BaTh TEOPETUUECKUE 3HAHKS U METO/IbI HCCIIEIOBAHUS HAa IPAKTUKE;
BJIAJICHUE TEHJCHLUUSAMHU pa3BUTHS MHPOPMALMOHHO-TOKYMEHTALMOHHOTO  OOecreueHHs
yIIpaBJICHUS] K apPXUBHOTO JIETIa;

CIOCOOHOCTH BBISABIIATH U OTOMPATh JOKYMEHTBI [l Pa3HbIX THIIOB M BUJOB ITyOJIMKALIN;
BJIaJICHHE METOAAMH 3aIIUTHI HHPOPMALINY;

CHOCOOHOCTh UCIOJIB30BATh MPaBHJIa OPraHU3aLMU BCEX 3TANOB PabOThI C JOKYMEHTAaMH, B TOM
YHCIIe apXUBHBIMHU JIOKYMEHTaMU;

BJaJICHME HaBblKaMH OOpabOTKM JOKYMEHTOB Ha BCeX JTamax JOKyMEHT000opoTa,
CHCTEMaTH3alll1, COCTABICHHUSI HOMEHKIIATYPhI JIEJT;

CIOCOOHOCTh OpPUEHTHUPOBATHCSI B 3aKOHOJATEIbHOM W HOPMAaTHBHO-METOIMYECKOH Oa3e
UH(POPMALIMOHHO-TOKYMEHTAIIMOHHOTO  00ECIICUYEeHUs] YNpPaBICHUS M apXWUBHOTO Jiela |
CMEXXHBIX 00JacTei;

CIIOCOOHOCTh ~ OpraHu3oBaThb pabOTy € JOKYMEHTaMHM, COAEpXKallUMU  HHQOpMAIIIO
OTPaHUYEHHOTO JO0CTYIa;

— Ha OUEHKY «OTJHYHO» (5 OamnoB) — oOyyaroluiicsi JE€MOHCTPUPYET BBICOKUHM YPOBEHBb
c(OPMHPOBAHHOCTH KOMIIETEHIMH, BIaJeeT KaTeropuaJbHbIM alapaToM, yMETb €ro
UCTIOJIB30BaTh B COOTBETCTBYIOIIEM KOHTEKCTE, yYMETh HPOKOMMEHTHPOBATH OIpeesieHHE,
HOSCHUTD, MPUBECTH MPUMEPHI, WLTIOCTPUPYIOIINE OTAENIbHbIE MooKeHus. CTyIeHT u3jaraer
UHPOPMALIAIO JIOTUYHO, TIOCIIEAOBATENIbHO, apTyMEHTHUPYS M KOMMEHTHPYS TOJOXECHHS,
UCTIONB3YeT PACCYKIAIOIUN CTHIIb, BBICKA3bIBAET CBOIO TMO3UIMIO, (POPMYIMPYET BHIBOJBI B
KOHIIE BOIIPOCOB.

— Ha OLEHKY «xopomo» (4 Oamna) — oOydarouiuiics JEMOHCTPUPYET CpPeAHUH YpOBEHb
c(OPMHPOBAHHOCTH KOMIIETCHIIMI: OCHOBHBIC 3HAHHS, YMEHHS OCBOCHBI, HO IOIMYCKAIOTCS
HE3HAUUTENIbHbIE OIIMOKHM, HETOYHOCTH, 3aTPyJHEHHs TpH aHAJUTUYECKUX OIepalusx,
nepeHoce 3HaHWK M YMEHUW Ha HOBBIE, HECTaHIAPTHBIC CUTYAITHH.

— Ha OIICHKY «YJAOBJIETBOPUTEJNBbHO» (3 Oaina) — oOydarouuiics 1eMOHCTPUPYET MOPOTOBBII
YPOBEHb C(OPMHUPOBAHHOCTH KOMITETEHIIUI: B X0JI¢ KOHTPOJIBHBIX MEPONPHUSATHHA JOMYCKAIOTCS
OLIMOKH, MPOSBISIETCS OTCYTCTBUE OTACIbHBIX 3HAHWN, YMEHHH, HaBBIKOB, OOy4aromuucs
UCTIBITHIBAET 3HAYUTEIBHBIC 3aTPYJHEHUS TPU ONIEPHPOBAHUU 3HAHUSMH M YMEHUSIMH TIPU HX
NepeHOCce Ha HOBBIE CUTYAIUH.

— Ha OLIEHKY «HeyJ0BJIeTBOPUTEJIbHO» (2 Oamia) — oOydarouuiicss 1eMOHCTPUPYET 3HAHUS HE
6onee 20% TeOpeTHUECKOTO Marepuaina, IAOMYCKAaeT CYIIECTBEHHbIE OLIMOKH, HE MOXET
MI0Ka3aTh MHTEJUIEKTYaJIbHbIC HABBIKU PEIICHUS MPOCTHIX 3a/1aY.

— Ha OILICHKY «HEeyIO0BJIeTBOPHUTeIbHO» (1 Oamn) — oOydarouuiics He MOXKET MOKa3aTh 3HAHUS
Ha YpOBHE BOCIPOW3BEICHHS W OOBACHEHHWs WHPOpPMAIWU, HE MOXET I0Ka3aTh
MHTEJUIEKTYaJIbHbIC HaBBIKU PEIICHUS MPOCTHIX 3ajau.



I[MPUJIOXEHUE 3

MeTtoauyeckue yKa3aHusi:
Memoouueckue pexomenoayuu 015 LOO2OMOBKU K 3a4enty
[Ipu monroroBke K 3aueTy o0co00oe BHHMAaHHE CJIEIyeT OOpaTUTh Ha CIEAYIOIIHNE
MOMEHTBI: COOTHOILICHHE KOH(MUACHIMAILHOTO ¥ OTKPBITOTO JEJONPOU3BOJICTBA;
KOH(QHICHIIMATBHONH WHPOPMAIMA B CTPYKTYpe HWHPOPMALUU OTPAHUYCHHOTO JOCTYIIa,
KjIaccu(uKanus CBEACHUH KOH(QUACHIIMAIBHOTO XapaKTepa; JIOKAIbHbIE HOPMATHBHBIC AKTHI,
YCTaHABJIMBAIOLIME TOPSIOK pabOThl ¢ KOH(PHUICHIIMATHHBIMH JOKYMEHTaMH, OTPaKAIOIIMMU

Ppas3INIHbIC BHUABI TaﬁH; COXpPAaHHOCTb KOHq)I/II[eHI_[I/IaJ'IBHBIX JOKYMCHTOB; OTBETCTBCHHOCTH 3a

MCCTO

pasriianieHne CBeCHNN KOH(PHUICHIIMAITBHOTO XapaKTepa.
Meroanueckue peKOMEHIAINNY 110 BBIIOIHEHUIO 3a1anus «Komnaekc mep no 3auwyume

KOH@uoenuyuaibHol uHpopmayuu.
0e10npou3600cmear:
[IpakTnyeckoe 3amanue BeimonHseTcs B ¢opmare Microsoft Office Word 2003 ¢

Cmpykmyphasa opzanuszayua KOHQPUOEHUUATLHO20

yKa3aHHEM HOMepa MyHKTA.

B nmyHkTe 2 nomKHA OBITh MPEJICTaBICHA CTPYKTYpa OPraHU3alluu C BBIICICHUEM B HEl
CITY>KOBI KOH(DHUICHIIMATBHOTO JIEIOTPOU3BO/ICTBA.

B nynkre 3 mD0/KHOCTHOM COCTaB JOJDKEH COOTBETCTBOBATh (OIIepoCcCHiiCKOMY
Kiaccudukaropy npodeccuid pabouyux, JODKHOCTEH CiyKamux W TapuHbIX paspsaoB (OK
016-94).

B nynkre 4 nomkeH OBITH TPEACTABIEH CIMCOK HOPMATHUBHBIX AaKTOB, MPU 3TOM
CJIEZlyeT YYHUTHIBATh UX HOPUAUYECCKYIO CHIIY: OT (pelepajbHBIX JIO JOKAJIbHBIX HOPMATHBHBIX
akToB. [lpm paBHOM crTaTyce MOKYMEHTOB WX B3aWMHOE DPACIOJOXKCHHE OIPEIENSIeTCsS TI0
XPOHOJIOTHUH.

B nynkre 5 «llepeueHp BHIOB WHpOpPMAIUU KOH(MDUICHIMAIBHOTO XapaKTepay
peKOMEHAYeTCSI OPOPMIISATE B CIISIYIOIIEM BHIE:

Ilepeuenn BUA0B HHGOPMANMU KOH(PHUIEHIINAIHLHOTO XapaKTepa

JomxHocTHBIE Tuna (1mopa3aeneHus),

No HamMenoBanue cBeneHmi, Cpok
MMEIOIIHE TIPaBO PACTIOPSIKEHUS
T1/T1 [OTHOCSTIMXCS K KOHPHUISHITUATEHBIM KOH(UICHIINATHHOCTH
CBEICHUSIMU
1 2 3 4

B nynkte 6 «llepeyeHp TOKYMEHTOB, COAEpXAIUX HHPOPMAIHMIO KOH(PHUIACHIHUATHHOTO
XapakTepay peKoMeH1yeTcss 0hOpMIISTh B CIEAYIOLIEM BUJE:

Ilepeyenb NOKYMEHTOB, coAep:KalUX HH(PoOpMANNI0 KOH(PHUICHIHAIBLHOI0 XapaKTepa
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Meroauueckre PEeKOMEHIAIMU [0 BBIMOJIHCHUIO 3adaHusd «Y4eT KOH(HICHIIHMATIbHBIX
IOKYMEHTOBY:

[IpakTryeckoe 3amaHMe BBINOJHsIETCS MUchbMeHHO B (opmare Microsoft Office Word
2003 ¢ ykazaHueM HoMepa yHKTA.

B nynkre 1 nomxHO OBITE 0O)OPMIIEHO HE MEHEE ISATH MOPSAIKOBBIX HOMEPOB B KaXKIOM
YYETHOM XYpPHaJIe U PEECTpE U3 CIIUCKA C 3all0JHEHUEM BceX rpad, He MeHee TpeX KapTodek Ha
KaXX/IbIif BUJ] KAPTOYKH M3 CIIMCKA M HE MEHEE TPeX IITAMIIOB Ul Pa3HbBIX BUJIOB JIOKYMEHTOB.

B mynkTe 2 Bce paspabaTbhiBaeMble KOHOUICHIHAIBHBIC JOKYMEHTBHI JIOJDKHBI OBITh
opopmiensl cormacHo TpeboBanusiM ['OCT P 6.30-2003  «YHuduimpoBanHas cucrema
JIOKYMEHTAIUH. YuudunupoBanHas cucTema OpraHU3aIIOHHO-PACTIOPAIUTENLHOM
JNOKyMeHTanuu. TpeOoBaHUs K OQGOPMIICHUIO JIOKYMEHTOB», BKIIOYas HEOOXOIMMBIC
JIOTIOTHATEIFHBIC PEKBU3UTHI, XapaKTePHBIC JJIs1 KOHPUICHIIMATBLHBIX JOKYMEHTOB.

[To kaxaoMmy yKazaHHOMY BHUAY KONHMPOBAHUS JIOJDKEH OBITH OGOpMIICH OJHH
KOH(UICHIMAIBHBI JOKYMEHT W HEOOXOJUMOE KOJIMYECTBO JSK3EMIUIIPOB Komui (1o
YCMOTPEHHIO) ¢ 0OPMIICHHEM BCEX HEOOXOAMMBIX PEKBH3UTOB U OTMETOK, KaK Ha JIMIICBOMU, TaK
U Ha OOOpPOTHON CTOpOHE KOH(MUICHIMAILHOTO JIOKYMEHTa, HAHOCHMBIX B MpoIllecce
M3TOTOBJICHHSI KOTTUN HA IOKYMEHT U Ha CaMH KOIIUU.

Metoanyeckre peKOMEeH/Ialluy 110 BHINOIHEHUIO 3a1aHus «HoMeHkIaTypa gen»:

[TpakTuyeckoe 3amanue «HomeHknaTypa 1em» BBINOJHAETCS NMHCBMEHHO B dopmare
Microsoft Office Word 2003 ¢ ykazanuem HOMepa IyHKTA.

B nynkre 1 nomxkHa ObITh OoQopmiIeHa HOMEHKJIATypa KOHQUACHIMAIBHBIX J€N IO

YCTAaHOBJICHHOM (opMe, C YyKa3aHHEM HE MEHee [ecATH KOH(PHUIACHIMAIbHBIX e, C
3aroJIHEHUEM BCeX HEOOXOAMMBIX rpad TaOJIMYHON YacTH JOKYMEHTa MO KaxXa0oMy Jeny (Tomy)
U BCEX HEOOXOMMBIX MOJMHUCEN U BU3.

PexBM3UTBI HOMEHKJIATYpPhl KOH(QUIACHUMAIBHBIX JeNl JOJUKHBI OBITh  0(OpPMIIEHBI
cornacHo TpeboBanusM ['OCT P 6.30-2003 «YHuduuupoBaHHas cucTeMa JIOKYMEHTAIUH.
YHUGHUIMpPOBaHHAs CUCTEMa OPraHU3allMOHHO-PACTIOPIIUTENFHON JOKyMeHTauuu. TpeGoBaHus
K OQOPMIICHHIO JIOKYMEHTOB», BKIIOYass HEOOXOIMMBIE JOTIOJIHUTEIbHBIE PEKBU3HTHI,
XapakTepHbIe 1151 0hOpMIIEHUST KOH(DUICHIINATBHBIX JIOKYMEHTOB.

Homenknarypa KOH(MICHIMANIBHBIX [eJI JIOJDKHA OBITh TpPEICTaBICHAa KaK TOTOBBIN
JIOKYMEHT.

Homenknarypa KOH(UICHIUANBHBIX JIe] MOXET ObITh OpOpMIICHAa B BHJIE KApTHHKH C
YCIIOBHEM CBOOOJIHOTO M YETKOT'O IPOUTEHHS BCEX PEKBU3UTOB U OTMETOK.

B mynkTte 2 Bce paspabaTbiBaeMble KOH(UACHIHAIBHBIC JOKYMEHTBHI JOJDKHBI OBITh
0 OpMIIEHBI COTJIACHO THUIIOBBIM (hopMam.
JIoIDKHO OBITH 0(OPMIIEHO HE MEHEE OJIHOTO YKa3aHHOTO JOKYMEHTA.




BuyTpeHHsiss onuch AOKYMEHTOB Jeja JOJDKHA COAEpKaTh HE MeHee 15 pa3inyHbIX
KOH(UICHIIMALHBIX JIOKYMEHTOB, KOTOPHIE 110 CBOEMY COJCPIKAHHIO MOTYT COCTABJISATH OJIHO
KOH(HICHIIMATIHLHOE J1E10.

B nmcre-3aBeputene gena JODKHO 0043aTeNbHO COACPKATHCS yKa3aHHe Ha OCOOCHHOCTH
(U3HYECKOTO COCTOSHUS KOH(MUICHIMAIBHBIX JOKYMEHTOB Jlela H OCOOCHHOCTH WX
dbopMHUpOBaHHS.

AKT 0 BBIJICIICHUH K YHUYTOXKCHUIO KOH(PHUICHIMAIBHBIX NI U JTOKYMEHTOB JOJDKEH
COJIepKaTh HE MEHEEe CEMH MOPSIKOBBIX HOMEPOB C 3aI0JIHEHUEM BeeX rpad.

Bce MOKyMEHTBI M3 CITUCKA JIOJDKHBI OBITH MPEICTAaBICHBI KaK TOTOBBIC JOKYMEHTHI C
o opMIICHHEM BCeX HEOOXOIUMBIX MOJIUCEN 1 BH3.

JIOKyMEHTBI MOTYT OBITh O(OPMIIEHBI B BHJE KapTUHOK C YCJIOBHEM CBOOOJHOTO M
YETKOTO IMPOUYTEHUS BCEX PEKBU3UTOB U OTMETOK.



