MMHHMCTEPCTBO HAYKH 1 BBICIIETO OBPA30OBAHHS
POCCHUIACKOM ®EJIEPALIAN

DenepaibHOE IOCYIaPCTBEHHOE GI0/DKETHOE 00pa30BaTeIbHOE YUPEKICHHE
BBICINIEr0 0Opa3oBaHHs
«MarauToropckuit rocy1apcTBeHHbIH TeXHuueckuit yausepcuter uM. I.M. Hocoay

HHCTHTYT
TYMAHHTAPHOTO
\ OBPASOBAHIA

PABOYAS ITPOI'PAMMA JIMCHUTIJIIMHBI (MO Y JIST)

KOH®HJEHIIUAJIBHOE JEJIOITIPOH3BO/ICTBO

HanpasieHue noAroToBKH (CrenHaibHOCTh)
46.03.02 JOKYMEHTOBEJIEHUE U APXUBOBEJIEHUE

HanpasnenrocTs (npoduis/crienuanmi3ais) mporpaMMbl
JIOKyMeHTOBeIeH)e U JOKYMEHTAIIHOHHOE 00ecIiedeHHe YIIPaBIeHUs

Yposens BeiciIero o6pazoBanus - 6akanaBpHar
ITporpamma noAroTOBKH - akazieMHyeckuii 6akanaBpuar

®opma o0yueHHs
oYHas

Wnctutytr/ pakynsrer MHCTUTYT rymMaHuTapHOro o6pa3oBaHus

Kadenpa I[Tenarornyeckoro o6pa3zoBaHus 1 JOKYMEHTOBEACHUS
Kype 4
Cemectp 7

MarnuToropck

2020 rox



Paboyas nporpamma cocrasnena Ha ocHoBe ®I'OC BO 1o Hanpas/ieHHIO MOArOTOBKH
46.03.02 JOKYMEHTOBEJIEHVE U APXUBOBEJIEHUE (ypoBeHs GakanaBpuara) (npuKas
Muno6puaykn Poccuu ot 06.03.2015 r. Ne 176)

PaGouas mnporpamma paccmotpena M omoOpeHa Ha  3acemaHMM  Kaeapsbl
ITenarornyeckoro oGpa3oBaHus U J0KYMEHTOBEICHHS P

30.01.2020, mpotokon Ne 5 /) :
3aB. kadeapoit ‘//rfb/g C.C. Benukanosa

PaGouas nporpamma oo6pena meroauueckoii komuccuei/liPO .
11.02.2020 r. mpoTokon Ne 5

IIpencenarens T.E. AGpam3on

Pabouas nporpamma cocrasiena: %
nouent kadenpst [10u/], kan. nex. Hayk W1.B.CamapokoBa

Penensent: T
Cr. apxuBucr apxusa [IAO "MMK" , %/ C.A.Beno6oposopa




JIner akryaauszanuu padoueil mporpaMmbl

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u 0100peHa s peanuzamnuu B 2021 - 2022
yueOHOM rofy Ha 3acefnanuu Kadeapsl llemarornueckoro oopa3oBaHus U TOKyMEHTOBEACHUS

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouast mporpamMmma repecMoTpena, 00CcykaeHa u 0100peHa s peanuzamnuu B 2022 - 2023
yueOHOM rofy Ha 3acenanuu kadeapsl llemarornyeckoro oopa3oBaHus U TOKyMEHTOBEACHUS

[IpoTokom o 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2023 - 2024
y4eOHOM roy Ha 3acenanuu kadeapsl [lemarornyeckoro oopa3oBaHus U JIOKyMEHTOBEICHHUSI

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas nmporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2024 - 2025
y4eOHOM roy Ha 3acenanuu Kadeapsr [lemarornyeckoro oopa3oBaHusi U JOKYMEHTOBEICHHS

[Iporokon or 20 1. Ne
3aB. kadenpoii 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, COJICPKAINX CBEJACHHS KOH(DHUICHIIMAIBHOTO XapaKTepa, MPAaKTHKH MPUMEHEHHS ITUX
HOPM Il MX TOCJIEAYIOMIET0 KBIM(DUIMPOBAHHOTO NPUMEHEHUS B MPAKTUYECKOM
JIeATEIbHOCTH

2 MecTo THCHHUIIMHBI (MOYJISAA) B CTPYKTYpPe 00pa30BaTe/IbHOI MporpaMMal

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

Jns  wu3ydeHUs  JUCUUIUIMHBI ~ HEOOXOOUMBI  3HaHUS  (YMEHHs,  BIIAQJCHUA),
copMHpOBaHHBIC B pe3yJIbTaTe U3YUCHHUS TUCIUILUTNH/ TPAKTHK:

HNudopmannonHoe odecrieyeHue ynpaBieHus

WudopmannoHHbIe TEXHOIOTHH B JOKYMEHTOBEICHUH 1 ApXUBHOM JIeJIe

IIpoexkTupoBaHue yrpaBlIeHUECKON JOKYMEHTAlUU OpraHu3aluu

[IponBuxeHne HayYHOU NPOAYKLIAN

JloKyMeHTallMoHHOE 00€ecledeHne aIMUHUCTPATUBHBIX OTHOIIEHU! B PO

JlokyMeHTaIMoHHOE 00ecredeHne IpakJaHCKUX OTHOIIeHHi B PD

JIoKyMeHTallMOHHOE 00€ecIIedeHHEe TPYIOBbIX OTHOILIEHUI 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 ~ O0eclieueHUe yIpaBJIEHUS Ha MPEeINpUsATHSAX  pa3IMyHBIX
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 ~ gaucuuiuidHel - (Moxyns)  «KonduaeHumanbHOe
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 obmenpodeccuoHaNbHbIE TEOPETUYECKUE H METOIMUECKHUE OCHOBBI
pa3BuTHs HHYOPMAITMOHHO-TOKYMEHTAIIMOHHOTO 00eCTIeueHUs
YIPABJICHUS U ApXUBHOTO Jeja

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




Brnaners

croco0amMu OIIEHWBAHUS 3HAYMMOCTH U TPAKTUYECKOW MPUTOJHOCTH
pa3BUTHS HH(OPMALIMOHHO-TOKYMEHTALIMOHHOTO 00eCeueHHs
YIPABJICHUS U APXUBHOIO JE€J1a

[TK-12 criocoOHOCTBIO BBISIBIIATE M OTOMPATH TOKYMEHTHI JUIsl pa3HBIX TUIIOB U BUJIOB

myOuKammi

3HaTL MIpaBWJIa U METOJMKY BBISBIICHUS ¥ OTOOPA TOKYMEHTOB JIJIsl Pa3HBIX THUIIOB
Y BUJIOB ITyOJIUKAIAN

VMmers MIPUMEHSITHh BBIOPAHHBIC JOKYMEHTHI JUISl Pa3HBIX THUIIOB U BUJIOB
myOIMKaIui B IpoeCCUOHATBLHOM JEATSIIbHOCTH; UCITOJIb30BAaTh UX Ha
MEXTUCIUTTNHAPHOM YPOBHE

Bnanmers MPAKTUICCKUMH HaBBIKAMU BBISIBJICHUS U 0TOOpa JJOKYMEHTOB IS Pa3HBIX

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

[IK-17 BmagenueM M

€TOJlaMH1 3alIUThI HH(POPMAIUA

3HaTh o01enpodeccnoHaNbHbIE TEOPETUUECKHE U METOANYECKHUE OCHOBBI HH-
(hopManoHHOI 0€30MaCHOCTH M 3alIUTHI HH(GOPMAIUN

VMeTb pacrno3HaBaTh 3G (HeKTUBHOE MPUMEHEHUE B IPO(ECCHOHATBHOM
JEeSITeTbHOCTH METOOB 3aIIUTHI HHpOpMauu OT HEI()(HEKTUBHOTO

Bnazgets NPaKTUYECKMMHU HaBBIKAMU 3aIIUThI HH()OPMAIUK ¥ HABBIKAMH UX

HCIIOJIB30BaHUA

ITK-20 criocoOHOCTh

10 UCII0JI30BATh IIpaBUJia OpraHru3al BCEX 3TAIIOB pa6OTI)I C

AOKYMCHTAaMH, B TOM YHUCJIC apXUBHBIMU JOKYMCHTAMHA

3HaTh

o01enpodecCHOHAIbHBIE TEOPETUUECKUE U METOINIECKHUE OCHOBBI
OpraHM3aIlK BCEX ITANOB pabOTHI ¢ JOKYMEHTAaMH, B TOM YHCIIE
APXUBHBIMU JOKYMCHTAMU

YMmern

pacnio3HaBaTb BQ)CI)GKTI/IBHOC IMPUMCHCHHUC B HpO(l)eCCHOHaHBHOﬁ HCA-
TCJIIBHOCTHU ITPpaBUJia OpraHu3anun BCEX 3TAIlOB pa60T51 C JOKyMCHTaMH, B
TOM YHCJIC APpXUBHBIMU JOKYMCHTAMHU OT HeB(l)(i)eKTI/IBHOFO

Bnanets

MPAKTUYECKUMHU HABBIKAMH MCIIOJIB30BaHUs HA MEXIUCUIUIUIMHAPHOM
YpOBHE MPaBUJI OpraHU3AIMHU BCEX ITANOB PaOOTHI C IOKYMEHTAMU, B TOM
YUCJIE 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, COCTAaBJICHUA HOMCHKIIATYPbL
p1(SA) |

YmMmern

O6pa6aTLIBaTL JOKYMCHTHBI Ha BCECX 3Tallax ,Z[OI(YMCHTOOGOPOTa,
CUCTEMATU3UPOBATDh UX, COCTABJISAATH HOMCHKJIATYPBI ACJI; UCII0JIb30BaTh
JAaHHBIC 3HAaHUA Ha MC)KIUCHUIINIMHAPHOM YPOBHC

Bnanetn

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

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

CMEXXHBIX oOytacTei

3HaTh

3aKOHOJIATEIHHYIO 1 HOPMaTHBHO-METOINYECKYIO 0a3y HH()OpMAIMOHHO -
AOKYMCHTAIIMOHHOT' O OGCCHC‘ICHI/ISI YIpaBJICHUA U apXUBHOT'O [ICJIa,
MPaBOBYIO 0a3y CMEXHBIX o0sacTell B chepe KOH(PHUACHITHAITBHOTO
JIEIIOTIPOU3BOICTBA




VYmMmern

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

Bnanets

croco6aMu OIIEHUBAHUS 3HAYUMOCTH U MTPAKTHYECKON MPUTOTHOCTH
WCIIOJIb30BaHUS 3aKOHOIATEIbHON U HOPMATHBHO-METOIUIECKON 0a30ii
MH(OPMALIMOHHO-IOKYMEHTAIIMOHHOTO O0eCIieueHus yIIpaBIeHus U
ApXUBHOTO JIeJia U CMEXHBIX o0JsiacTell B cepe KOH(PUICHIIHATEHOTO

ACIOIMPONU3BOJACTBA

JIIK-6 criocoOHOCTBIO OpraHu30BaTh padboTy € JOKYMEHTaMH, COJIePKALIUMU HH(POPMAIUIO
OTPAaHUYEHHOTO JI0CTYyTa

3HaTh

ol1enpogeccuoHaIbHbIE TEOPETHUECKUE U METOAMYECKIE OCHOBBI PA0OTHI
C TOKYMEHTaMH, COJICPKAIIMMU NHPOPMALIUIO OTPaHUYEHHOTO AOCTYIa

YmeTh

OCYILECTBIISATh U OPraHU30BBIBATh pabOTy Ha MPO(HEeCCHOHAIILHOM YPOBHE C
JOKYMEHTaMH, COJIEpKAIUMHU HH()OPMAIHIO OTPAHMYSHHOTO JIOCTYIIA

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 ITPAKTUKE

VYmMmern

pacno3HaBaTh 3(pPEeKTUBHOE pelieHne oT HedPPEeKTUBHOTO,

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

KOPPEKTHO BBIpaXaTh U apryMEHTUPOBAHHO OOOCHOBBIBATh TEOPETUUECKUE
3HaHUS U METO/Ibl CCIIeI0OBAHUS Ha MTPaKTHKE

Bnanets

MNPaKTUICCKUMHU HABBIKaAMU, criocobamMu OLICHUBAaHUA 3HAYNMOCTHU U
HpaKTI/I‘IGCKOI\/'I MPUTOJHOCTH UCIIOJIB30BaHUA TCOPETUICCKUX 3HAHWH U
MCTOHOB UCCIICAOBAHUSA HA MTPAKTUKE; OCHOBHBIMH MCTOAAMU PCHICHUSA
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 IPOMEKYTOUHON
mab. | mpakT. | =g aTTeCTalHH
Jlek. =at 11
3aH. 3aH. | QO &
1. CymHOCTh M OCOOCHHOCTH
KOH(UICHITUATEHOTO
JICJIOTTPOU3BO/ICTBA
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(UICHIIUATbHON N OKYMEHTOB I10 [R5, ITK-12,
uHbo il/[a LIfII/I KOHpUICHIKAITLH ﬂemnyM ocryna, | UK-L7, TIK-
PMALUH. 4 8 14 | pIM JOKYMEHTaM. p y AOCTyIIa. 20, TIK-26,
OTBETCTBEHHOCTh 3a Amnanuz
N Nzydenue ATIK-2, OTIK-
pasriarieHue CBEJICHMI 3aKOHOIATEIbHbIX
obopynoBaHus 6, OITK-1
KOH(UICHIINATILHOTO aKTOB.
HEOOXOUMOTO
xapakrepa
IUISL 00EeCIIEYEeHH S
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 Howmenkmarypa 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-
3aBepUTEIIS JIeTIa, ApXUBHOTO
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(UACHIATILH | 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 paboThl, KOHTpOJbHas paboTa u Ap.
Hcnonb30BaHue TPaJWIIMOHHBIX TEXHOJOTUH OO0eCreYnBaeT OPHEHTUPOBAHHE CTYICHTA B
OTOKE MH(OpPMAIMM, CBS3aHHOM C pPa3IMYHBIMM IOAXOJAMU K OIPENENIEHUI0 CYIIHOCTH,
COJIepKaHuUs1, METOJIOB, (OPM Pa3BUTHS U CAaMOPa3BUTHSI TMYHOCTH; CAMOOTIPEIeIeHNE B BEIOOpE
ONTUMAJILHOTO MYTH U CIOCOOOB JIMYHOCTHO-IPOPECCUOHATIBHOIO PAa3BUTHS; CUCTEMATU3ALIUIO
3HAHUH, TMONYYCHHBIX CTYACHTAMH B IPOIECCEe AyJUTOPHOM M CaMOCTOSATENBbHOW pabOTHI.
[IpakTndyeckue 3aHATUS OOECHEUMBAIOT PA3BUTHUE U 3aKpEIUICHME YMEHUH U HaBBIKOB
OlpeneNieHus] IeJed M 3ajJad CcaMOpa3BUTHS, a TakKe MPHUHATUS Hambosee 3((HEeKTUBHBIX
pEILIECHUN 110 UX PEAIU3aALNH.

Peanu3zanus KOMIIETEHTHOCTHOTO MTO/IX0/1a IPEAYCMATPUBAET UCIIOJIb30BAaHUE B Y4EOHOM
npolecce akTUBHBIX M HMHTEPAaKTUBHBIX (OPM MPOBEIACHUSA 3aHATUH (KOMIIBIOTEPHBIX
CHUMYJISALIMK, JENOBBIX W POJIEBBIX WIP, Pa300p KOHKPETHBIX CHUTYyalldi) B COYETAHUH C
BHEAYAUTOPHONW pabOTON C 1eabi0 GOPMHUPOBAHUS U PA3BUTUSA NPOPECCHOHATIBHBIX HABBIKOB
o0yyJaroumxcsi.

IIpy OCBOEHMHM IUCLHMIUIMHBI MCIOJIB3YOTCS CIEAYIOLIME COYETaHHs BUAOB Yy4eOHOMH
paboThl ¢ MeTogaMu U GOpPMaMHU aKTHBU3ALMHU MTO3HABATEIBHON JEATEIIEHOCTH OaKalIaBpOB IS
JOCTH)KEHUS 3aIIAaHUPOBAHHBIX PE3yJIbTaTOB 00yueHus U GopMUPOBaHUS KOMIIETECHIIMHA:

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 BHJIETH MpoOieMy u
BBIOMpATh CIIOCOOBI ee paspeleHus (00mas JUcKyccus, padboTa B KOMaH/le U UHAWBUIYyaJIbHAS
JIeSATETLHOCTB ).

3. JINYHOCTHO-OPHEHTUPOBAHHBIE TEXHOJIOTUU OOy4YeHHs. YUeT YpOBHs CIIOCOOHOCTEH
oOydyaeMbIX M CO3JaHME YCIOBMM U1 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 IEATETLHOCTH B PEKUME B3aMMO/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;

(] BBIMOTHEHHE MPOOIEMHO-OPUEHTUPOBAHHBIX, TOMCKOBBIX, TBOPUYECKUX 3aJaHUM.

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 (MOTYJIs1)

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). — wWww.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 noctynHsl 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 JIUTEPATYpA:

BenukanoBa C. C. ApXuBBI MO JIMYHOMY COCTaBY [DIEKTPOHHBIN pecypc] @ ydeOHo-
meroanueckoe nocobue / C. C. BenukanoBa ; MI'TY. - Maruautoropck : 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
yIrpasJie-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
JOKYMEHTOO000pOT [DnekTponHbIi pecype] : yueonuk / H. H. Kynses, A. C. JIémymikun, A. T.
®abpuunoB; mox obmr. pen. H. H. KynseBa. - Mocksa : Jloroc, 2011. - 452 c. - (HoBas
yHHUBepcHuTeTcKas ombmmoreka). - ISBN 978-5-98704-541-1. - Tekcr : snekrponnsii. - URL:
https://znanium.com/catalog/product/468998 (nara obpamienus: 31.08.2020). — Pexum goctyna:
10 TOATHUCKE.

Koxymkosa H. B. Ctpyktypa nokymenrta. Cuctemsl JOKyMEHTAMK. Y HUPUITUPOBaHHAS
CUCTEMa OPTaHHW3aI[MOHHO-PACTIOPSIUTEILHON JOKYMEHTAIIMU: O0IIHue TpeOOBaHHUS K COCTaB-
JeHnt0 U oopMIIeHHIO [ DIEKTPOHHBIH pecypc] : yueonoe mocobue / H. B. Kokymkosa ; MI'TV.
- Marnuroropck : MI'TY, 2016. - 1 anektpoHn. ont. auck (CD-ROM). - Pexxum noc-tyma:



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) [IporpammHoe o6ecneuenue u UnTepuer-pecypceni:
http://archives.ru dexepanbaoe apxuBHOe areHTcTBO PD (PocapxuBs)

IIporpammHoe o0ecnieueHue

HaunmenoBanue o
1o Ne norosopa Cpok aeicTBus JTULIEH3UN

MS Windows 7
Professional(mms  |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/

DneKkTpoHHBbIE 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
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/
nHGOpMaIMOHHBINA KoHIopuuym» (HIT
WNnpopmanronHas cucremMa -
HopmatuBHbie MIPaBOBbIE aKTBhI,
OpraHU3aIMOHHO-PACTIOPSIUTEIbHBIC
JIOKYMEHTBHI, HOpPMAaTUBHBIE u
METOIMYECKHE JIOKYMEHTBI u
Nudopmanmonnas cucrema - 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,
MYJIbTUMEINIHBIE CPEICTBA XPaHEHHS, IEPEIauH U MPEICTaBICHUS HHPOPMALIUH.

VY4yeOHble ayIUTOPUM JUId NPOBEAEHUS MNPAKTUUECKUX 3aHATUH, TIpPYNIOBBIX U
WH/IMBUIYAJIbHBIX KOHCYJIBTAINH, TEKYIETO KOHTPOJIS M MPOMEKYTOUHOM aTTectanuu: Jlocka,
MyJIBTUMEIUUHBII TIPOEKTOp, IKpaH, MepcoHanbHble KoMImbloTepbl ¢ 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 JJIEKTPOHHYIO
nH(pOPMAITMOHHO-00Pa30BATENBHYIO CPEAY YHUBEPCUTETA

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


http://link.springer.com/
http://www.springerprotocols.com/
http://www.springer.com/references
https://www.nature.com/siteindex
https://archive.neicon.ru/xmlui/
https://fstec.ru/normotvorcheskaya/tekhnicheskaya-zashchita-informatsii
https://fstec.ru/normotvorcheskaya/tekhnicheskaya-zashchita-informatsii
https://bdu.fstec.ru/

[MPUJIOXEHMUE 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 JIOCTYIIa

[Iepeuennb cBelIeHMI, COCTABISAIONIMX TOCYAAPCTBEHHYIO TallHY

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

[lepeuens cBeneHuil KOHQUACHIMAIBHOTO XapaKTepa

[lepeuens cBelcHMI, HE MOAJEKANUX OTHECCHHIO K CIYXeOHOU uH(pOpMauu
OTPAHUYEHHOTO PACTIPOCTPAHCHUS

Buapl undopmaruu, He moiexayue OTHECEHUIO K KOMMEPYECKOH TaitHe

Mepsl 110 oxpaHe KOH(DHUICHIIMATILHOCTH HH(OPMAITUU

Tema 1.2. Opeanuzayus KOHPUOEHYUATbHO2O 0eIONPOU3EO0CTNEA

1.
2.
3.

[Tpu3Haku KOHPUAESHIINATHLHOTO AETONPOU3BOICTBA

CooTHollIeHnE KOH(i)I/IILCHHI/IaJII)HOFO 1 OTKPLITOI'O ACJIOIMPOU3BOACTBA

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

Tema 1.3. Komnaexc mep no 3awume KoHghuoeHyuaivHou uHgpopmayuu

1.
2.
3.

4.

CxeMbl CTPYKTYpHOI Opranu3anuu KOH(QUIACHIIMATFHOTO JIET0MPOU3BOICTBA
Copep:xanue nepeyuHs BUJ0B HHPOpMAIK KOH(DUIESHIINAIBHOTO XapaKkTepa
Copepxannie mepedHsi JOKYMEHTOB, COJepKalux HH(popMannio KOHGUICHIIMATBHOTO
Xapakrepa

Cnucok paOOTHUKOB OpPraHM3aIlMd, UMEIOIIUX MPaBO JOCTYIa K KOH(GUICHIIHAIbHBIM
JIOKYMEHTaM

Tema 1.4. Cucmema oocmyna K KOHQUOEHYUATbHBIM OOKYMEHmMam

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(DUIEHIIUATbHBIM JOKYMEHTaM

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

[TonoxxeHue o cucreme 10CTyMa K KOHQUICHIMATBHBIM JOKYyMEHTaM

Tema 1.5. Pexcum coxpanHocmu KoOHpuOenyuaibHulx 00KYMeHMOo8

1.
2.

&

TpeboBanust K MOMEMICHUIO MOpa3ieleHHs] KOHDUIEHIIUAIBHOTO ASTOMPON3BOICTBA
TpeboBanust kK OKHaM MOMEIIEHUN KOH(PHUACHIIUATHHOTO JEIOMPON3BOACTBA, BXOHBIM
JIBEPSIM MTOMEIIEHUH U IK3EMIUISIpaM KIIFOYEH OT HUX

[Topsmok oOpaitieHus: ¢ KOHPHUIEHITUATBHBIMU TOKYMEHTaMU

VYyer XxpaHuIuIl U KIIF0YEH OT HUX

VYyet HapymeHu# nopsika oopameHus ¢ KOHGUICHITMATBHBIMH JIOKYMEHTaMH

Tema 1.6. OmeemcmeeHHoCmMb 3a pazeiauierue c8edeHUll KOHQUOECHYUATbHO20 XapaKkmepda

1.

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



Xapakrepa
2. MarepuanbHasi OTBETCTBEHHOCTb 3a pasIIallleHHE CBEIEHUH KOHQUACHIIUATBHOTO

Xapakrepa

3. AI[MI/IHI/ICTpaTI/IBHaSI OTBCTCTBCHHOCTD 3a pa3rjialliCHUC CBCI[CHI/Iﬁ KOH(bI/II[eHL[I/IaJIBHOI‘O
Xapakrepa

4. I'paXIaHCKO-TIPaBOBast OTBETCTBEHHOCTh 3a pasriianieHue CBEJICHUI

KOH(UICHIIMATBLHOTO XapaKTepa
5. YrojoBHasi OTBETCTBEHHOCTh 3a pa3rjallleHue CBEIEeHUN KOH(UIECHIIMAIBHOTO
xXapakTepa

Tema 2.1. Hazunauenue u 8uovi yuema KOHOUOESHYUATbHBIX 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 HOCUTEINEH KOH(MUACHIIMATILHOW HHPOPMAITUU

e

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

Tema 2.2. J[gudicenue u30asaemvlx KOHPUOESHYUATbHLIX QOKYMEHMO8 U UX Yiem
1. Opranuzanus KOHQUACHINATIBHOTO JOKYMEHTO000pOTa
Cranuu KOH(PUISHIUATBHOTO JOKYMEHTOO00POTa U UX JIOrHYeckoe 000CHOBaHUE
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. Ilonyuenue u omnpasieHue KOHGYUOSHYUATILHBIX OOKYMEHMO8 U UX Yuem
1. TTomyueHue U BCKPHITHE MAKETOB KOH(PHUICHIIMATBHBIX JOKYMEHTOB
2. OdopmiieHre PEKBU3UTOB TPU TOCTYIUIEHUH KOH(PUICHIIHATBEHBIX TOKYMEHTOB
3. OdopmiteHre peKBU3NTOB NIPU OTIPABICHUN KOH(DHUICHIINATHHBIX JOKYMEHTOB

Tema 2.4. Yuem koHuoenyuanvuvix 00KyMeHmos 6bi0e1eHHO20 XPAHEeHUs]
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 BbIJIa4H JOKyMEHTa

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 U MPOU3BOCTBA BBIITUCOK U3 KOH(PHUICHIINATBHBIX JOKYMEHTOB

Tema 2.6. Homenxnamypa konguoenyuaibhuix oen. Popmuposanue u ogpopmierue
KOHMUOEeHYUAIbHBIX Oell

1. OcoOeHHOCTH COCTaBJICHHUS U BEICHHSI HOMEHKIIATYPhl KOH(PUACHIIHATBHBIX JEIT

2. IlpuHnumbe 1 0cO0eHHOCTH (GOPMHUPOBAHUS KOHPUACHITMATHHBIX JOKYMEHTOB B JieJia



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

Tema 2.7. [lo0comoeka KoHpUOeHYUaIbHbIX 0el U OOKYMEHMO8 OJis APXUBHO20 XPAHEHUs
1. DkcnepTu3a EHHOCTH KOH(PHIEHIIUANIBHBIX JIE] U TOKYMEHTOB
2. DKcrepTu3a HEHHOCTU TOKYMEHTOB BbIIEJICHHOTO XpaHEHUs
Kputepuu nieHHOCTH JOKYMEHTOB
PaGora skcniepTHOM KOMHCCHU, TIPOTOKOJ 3acelaHusl IKCIEPTHON KOMHUCCUU
Cocrasiienue onucel KOH(GUICHINATBHBIX JET 7S Tiepeadn Ha apXUBHOE XpaHEHUE

IS

YHUYTOKCHHE JOKYMEHTOB, JIeJI U HOCUTENeH nHpopMaruu

Tema 2.8. Haznauenue, 6uobl u NPUHYUNbLL NPOGEOEHUs NPOBEPOK HAUYUA KOHPUOEHYUANbHBIX
O0OKYMeHmos
1. [IpoBepkn NPABUIBHOCTH MPOCTABICHHUS PETHUCTPAMOHHBIX IaHHBIX HOCHTEICH,
JOKYMEHTOB, JIe]l U YYETHBIX KYPHaJIOB
2. IIpoBepkn TpPaBWIBHOCTH IPOCTABIEHHS OTMETOK O JIBWKGHUH HOCHUTECH,
JOKYMEHTOB H JIeJ, HE3aBHCUMO OT BPEMEHH MX PEruCTpaluu
3. IlpoBepku (aKTUUIECKOTO HAIWYHSI BCEX HOCUTENECH M BCEX HE MOJIIUTHIX B JIea U HE
NEPEeBEICHHBIX Ha YYeT BBIACICHHOTO XPAaHEHUS W3JAaHHBIX M MOCTYNHBIINX
JIOKYMEHTOB, HE3aBUCHUMO OT BPEMEHH UX PETUCTPAINH (KBapPTaJIbHBIE TPOBEPKH )
4. TlpoBepka (haKTUUECKOTO HAIUYMs BCEX [eJl, IOKYMEHTOB BBIJEIEHHOIO XpaHEHUs U
YUYETHBIX )KYPHAJIOB (T0J10Bast MPOBEPKA)

Memoouueckue pexomenoayuu 011 NOO2OMOBKU K CEMUHAPY
JIJ1s TOATOTOBKM K CEeMHUHApy HEOOXOJMMbI 3HaHUS 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
Tatina cosewanus cyoetl

ok wbdE

Taiina cosewjanus npucsadicHvix 3acedamenell

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

8. Aosoxamckas matina

9. Homapuanvnas mauna

10. Fhawukosckas maiina

11. Hanoeosas maiina

12. Bpauebnas maiina

13. Tauina nepenucku

14. Ilepconanvruvle OanHvle

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 u3zo0pemenuss, NOAE3HOU MOOeIU Ul HPOMBIULIEHHO20
obpasya 00 ohuyuanbHol nYoIUKAYUU UHGOPMAYUU O HUX

Memoouueckue pekomenoayuu no HANUCAHUIO U 3auwjume peghepamos

B pedepare nomkHO ObITH NpeCTaBIEHO NOAPOOHOE ONKMCAaHUE BHIOPAHHOTO BU/IA TalHbI
(kaTeropuu; 3aKOHOJATENbHBIE aKThl, PETYJINPYIOIINE OTHOILEHUS, CBA3aHHbIE C BUJIOM TailHbI
OrpaHMUYEHUs Ha paCIpOCTPAHEHUE, Ha NIepeady; IpUMEpPHI U Jp.).

TexcT nomkeH coiepX aTh IMOJACTPOYHBIE CCBUIKM Ha MCIOJIb30BAaHHBIE HCTOYHUKU
uHpopmanuu, opopmiieHHsie B coorBerctBuu ¢ ['OCT P 7.0.5-2008 «bubnuorpapudeckas
ccbuika. Ob1e TpeGoBaHUs U NTPaBHUila COCTABICHUD.

Crpanunpsl pedepata HyMEpyrTcs apaOCKUMH LU(ppaMu € COOJIOJCHHEM CKBO3HOM
HyMepaluu 1o BceMy TekcTy. Homep crpaHMilbl IpOCTaBisieTcs MO LIEHTPY BEPXHEro Mot
CTpaHUIIBI.

3amura pedepara OCYIIECTBISETCS HAa MNPAKTUUECKOM 3aHATHH, BO3MOXHO C
MCII0JIb30BaHUEM TPE3EHTALIUU.

Tecmut 013 camonpogepku:
Pazoen 1. Cywynocmo u ocobennocmu KOHQUOEHUUATbHO20 0€10NPOU3BO0CHEA

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 IIpesunenra PO ot 30.11.1995 Ne 1203 «O06 yTBep>KIEHUH MEPEUHsI CBEICHUM,
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 cBeaeHHH, 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 JESITETbHOCTH TOCY1apCTBa;

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

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

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

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



a) o0s3aTeNbHOE /ISl COOTIOIEHHSI OIIEPaTOPOM MIIM WHBIM JIUIIOM, TTOJTyYHBIIHM JTOCTYII
K MHpOpManuu, TpeOOBaHHE HE JOIYyCKAaTh €€ PacHpocTpaHeHus Oe3 coryiacusi cyObeKTa Win
HAJIMYMS NHOTO 3aKOHHOTO OCHOBaHUS;

0) O3HAKOMJIEHHE ONPEAETCHHBIX JIUI C KOH(HUICHIMAILHONH HH(OpManuei, TOIBKO ¢
coryacusi ee oOjanmartens WIM Ha WHOM 3aKOHHOM OCHOBAaHUHM TIPU YCIOBHUU COXpPaHEHHUS
KOH(UACHIIMATBHOCTH 3TOM HHPOPMAIIH;

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

r) oOs3aTenbHOE Ui BBINOJHEHHS JIMIOM, IOJYYHBIIMM JOCTYI K OIpEIeJICHHOU
uHpopmanuu, TpeboBaHNE HE MepeaBaTh TaKylo HH(GOPMAIMIO TPETHUM JIUIaM 0e3 COTiacHs ee
oOnagarens.

4. Kakoil TOKyMEHT orpeaeisieT BUaAbl KOHQUICHINAIBHOW HHPOpMaun?

a) [locranoBnenue [IpaButenbctBa PO ot 11.02.1997 Ne 118 «O06 yTBep>kKIeHUH BUAOB
KOH(pHICHIHAIBHON HH(DOpMAIUN»,

0) Yka3 Ilpesugenta P® ot 06.03.1997 Ne 188 «O6 yrBepxknenuu [lepeuns: cBeaeHuii
KOH(UICHIIMATLHOTO XapaKTepay;

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

r) Yka3 [lpesunenra P® ot 23.11.2006 «O Bugax uHbopManuu KOHPUIESHIUATHEHOTO
XapakTepay.

5. Kakasg cocrapismomas OTIMYaeT KOH(UACHIUAIBLHOE JeNONPOU3BOACTBO  OT
OTKPBITOT'O JIEJIONPOU3BOACTBA?

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

0) J1OKyMEHTHpPOBaHKUE KOH(PHIEHIIMATBHON HH(OpMALIUH;

B) opraHu3aiusi paboThl ¢ KOHPUACHITHATHHBIMU JIOKYMEHTAMU,
T') perucTpanusi KOHQUIECHIIUATBHBIX JTJOKYMEHTOB.

6. Kakume HOpMaTHBHBIE JOKYMEHTHl YCTAaHABIMBAIOT E€IUHBIA MOPAJOK CO3/JaHUS,
00pabOTKH, XpaHEHUS U UCTIOIb30BaHUS KOH(UICHINAIBHBIX JOKYMEHTOB B OpraHu3aluun?

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

0) mepedeHb HEPETUCTPUPYEMBIX JOKYMEHTOB;

B) MHCTPYKIUS O MOpsAIKE pabOThI C KOH(PHUIEHINAIbHBIMU TIOKYMEHTaMHU;

T) MepedeHb 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 COOTBETCTBHMHM € KakUMH CHEIHAIbHBIMH JOKYMEHTaMH JeHCTBYeT ciyx0a
KOH(HICHIIMATIBHOTO IETOIPOU3BOCTBA?

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

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

B) JOJDKHOCTHBIC HHCTPYKITUN PAOOTHUKOB;

T') IpaBWJIa BHYTPEHHETO TPYJIOBOTO PACTIOPSIIKA.


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 3alacHbIC OJK3EMIUIAPHl KJIOYEH OT MNOMENICHUN
KOH(UICHIIMATLHOTO JCJONMPOU3BOICTBA, PACIANIHBIX METaJUIMYECKUX PEHIeTOK Ha OKHaXx,
ceiidoB u mkagpo?

a) B KaOMHETE y PYKOBOJUTEIIS OPraHU3aluu;

0) B OIlGYaTaHHBIX HOMEPHON TEYaThIO TEHAlaX WM KOHBEPTAaX IMOJpa3ciieHuUs
KOH(HICHIIHATIHHOTO JISTOIPOU3BOJICTBA WIIH B CITY’KOE O€30MacCHOCTH.

B) B OIICUATaHHBIX TICHAIAX MM KOHBEPTaX Ha BaxTe,

T) B ceiidpe B Oyxrajrepum.

9. Kak odopmisercss paspemieHne Ha JOCTyH K TOCTYNUBIIUM WM W3JaHHBIM
KOH(HICHIIMATBHBIM TOKyMEHTaM?

a) Ha 00OPOTHOM CTOPOHE JOKYMEHTA B BUJIE€ LIITAMIIA;

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 L1€JIb y4eTa KOH(UICHIIMAIBHBIX JOKYMEHTOB?

a) perucrpanus KOHQHUIECHIHAIbHBIX JOKYMEHTOB;

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

B) obecrieyeHue MoATMHHOCTH KOH(PHICHIIMATbHBIX JOKYMEHTOB;

r) hopMupoBaHre KOH(PUIEHITNATBHBIX JOKYMEHTOB B JeJa.

2. I'me mpocraBisieTcsl WTaMIl ¢ yKa3aHMEM Y4YETHOIO HOMEpa M KOJMYECTBA JINCTOB
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 YTy TOJBKO IEPBOIO JIMCTA JOKYMEHTA.

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

a) rpud KOH(PUIEHINATBHOCTH, (PaMUINS U HHULIUAIIBI UCTIOJHUTENIS, 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 Hayasna COCTaBJICHHs TeKCTa KOH(DUIECHIINATEHOTO TOKYMEHTA TPOBOAUTCS
oreparus:

a) perucTpanuu KoH(OUICHIINAIEHOTO TOKYMEHTA;

0) perucTpanuu HOCUTENS KOH(UISHIINATLHON HHPOPMAIIIH;

B) PETUCTPAIMH MTaKeTa MOCTYIHUBIIETO TOKYMEHTA;

T') COTJIaCOBaHME TEKCTa KOH(UICHIINATHLHOTO JOKYMEHTA.



5. Ecnu koHbUaeHITMATBHBIN TOKYMEHT IIeYaTaeTcs C YepHOBUKA, KaKas HWHPOPMAIIHs
YKa3bIBAa€TCs Ha [IEPBOM JIUCTE YEPHOBUKA?

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

0) KOJIMYECTBO JIMCTOB YSPHOBHKA, (DaMIIIUS HCIIOTHUTEIIS;

B) KOJIMYECTBO HEOOXOIMMBIX IK3EMILISIPOB MIPOEKTa JOKYMEHTa, (pamuius
WCIIOJTHUTEIIS;

I') KOJMYECTBO HEOOXOAUMBIX HK3EMILIAPOB MPOEKTA JOKYMEHTA, (aMHIINs UCIIOTHUTEIS,
KOJIMYECTBO JIUCTOB YEPHOBUKA.

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

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

0) TOJIPKO 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 JIMCTaX MPOEKTa JOKYMEHTa B IPAaBOM BEPXHEM YTIIy JHILEBOW CTOPOHBI.

7. C xakoii onepanuy HauuHAETCsl paboTa ¢ TOCTYMUBIIMMHU B OPTaHU3AIHIO
KOH(UACHIIMATBHBIMU IOKYMEHTaMU?

a) y4eT MaKeTOB MMOCTYNUBIINX JOKYMEHTOB;

0) yder HocuTeneil nupopmanuy;

B) BBOJI PETUCTPAIIMOHHBIX JAHHBIX B aBTOMATU3UPOBAHHYIO HJIH TPAAUIHOHHYIO
CHCTEMY yUeTa;

T') IPOCTaBJICHNE Ha IOKYMEHTE Irpuda KOHPHUICHINATHLHOCTH.

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)KJOI'0 JINCTA JOKYMEHTA;

I') B HIDKHEM ITPABOM YIJTy OOJIOKKH.

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

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

0) Ha MIEpBOM JIMCTE KOMHH B MPAaBOM HUYKHEM YTITy ¢ Jo0aBiIeHreM ab0peBUaTypsl
rpuda KoH(pUIEHINAIBHOCTH;

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

I') Ha BCEX JIMCTaX KOMUH MOCEepEeINHe HUKHETO OIS ¢ Jo0aBIeHreM ab0peBUaTyphbl
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 IIPABOM YTJIy IEPBOIO JIHCTA JOKYMEHTA;
') B BEpXHEM IIPaBOM YTJIy IEPBOIO JUCTA JOKYMEHTA.

11. K kakoM JOKyMEHTE COJEPKUTCA WH(MOpMALUS O TOPSAOK MPUCBOCHUSI M CHATHUS
rpuda orpaHUYEHUS JOCTYIA K KOH(PHISHITUAIBHBIM IOKyMEHTaM?

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

0) UHCTPYKIUA O TIOPSAJIKE padOThI C KOH(UICHIIUATLHBIMU JOKYMEHTAMU;

B) JIOJUKHOCTHBIC HHCTPYKIIMU 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(POPMAIMK OTPAaHUYEHHOTO JIOCTYIIA, COIepIKAIeHcs B JIee;

') 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 XpaHEHUSI 1 HOMEpa CTaTeH 10 MepPeyuHIo;

3) Iepuo]] KOH(UACHIIUATLHOCTH JIeJa.

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

0) CIMCOK COTPYIHUKOB, JOMYIEHHBIX 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 BbIJJauu JTOKYMEHTOB;
') BHYTPEHHEHN OINUCH Jena.

15. Kakum nokymeHTOM oopmiisieTcss mpoleaypa YHHUYTOXKEHHUS KOH(UIEHIIMATbHBIX
JIOKYMEHTOB, JIe]1 U HocuTesnei nudopmanun?

a) CBUJICTEIILCTBOM 00 YHHUTOKCHUH;

0) cripaBKoif 00 YHUUTOXKEHUH;

B) IIPOTOKOJIOM O XOJ1€ YHUUTOKEHUS;

') aKTOM 00 YHUYTOKEHHH.

16. KakxoBa neproIuuyHOCTh MPOBEICHUS MPOBEPOK HATMYNS KOHPHUACHITHATbHBIX
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 kakoM JIOKyMEHTE OTPa)XatoTCsl PE3yJIbTaThl IPOU3BEIECHHBIX TPOBEPOK
MPABIJILHOCTH MPOCTABIICHHSI OTMETOK O PETUCTPAIUU H IBHKECHUH KOH(DHICHIINATbHBIX
JOKYMEHTOB, JIeJl, HOCUTEIEH U X (PaKTHYECKOTO HATN4Hs?

a) B aKTe;

0) B MPOTOKOJIC;

B) B PCIICHUH;

I') B IIPUKa3e.



[NPMJIOXEHUE 2

OueHoYHBIE CpeICTBA /s NPOBeIeHUs POMEKYTOUYHOI aTTecTauuu
a) [lnanupyemsble pe3yabTaThbl 00y4eHHs U OLIEHOYHbIE CPeACTBA /1JIsl MPOBeIeHUs
MPOMEKYTOYHOM aTTEeCTALMU:

CtpyKTypHBII
JIEMEHT

KOMIICTCHII N

IInanupyemslie
pe3yabTaThl 00y4eHUs

O1neHOYHBIC CPEACTBA

OIIK-1 crmocoOHOCTHIO HCIIOB30BATh TEOPETUICCKUE 3HAHUS I METOJIbI HCCIICIOBAHUS HA

ITPAKTHUKEC

3HaTh

OCHOBHBIE OIIPEACIICHUS U
IMOHSTHS, OCHOBHEIC
METO/IbI MCCIICJOBAHUM,
ONPEICIICHUS MPOIECCOB
HCIIOJIb30BAHUS
TEOPETUUECKUX 3HAHUU U
METOI0B UCCJIEI0OBaHUS
Ha MPAKTUKE

Tecmui 0na camonposepku:

1. Kakoil JOKyMEHT ompenessieT mepeueHb
CBEJCHMM,  COCTaBISIONIMX  TOCYIapCTBEHHYIO
TalHy?

a) Ilocranosnenue IlpaBurensctBa P® ot
11.02.2008 Ne 138 «O mnepeuyHe CBEICHUH,
OTHECEHHBIX K I'OCYJJapCTBEHHOM TalHEY;

0) Vka3 IIpesunenra PO ot 30.11.1995 Ne
1203 «O0 yTBepKICHUU TEPEYHS CBEICHUM,
OTHECEHHBIX K TOCY/IapCTBEHHOU TaitHe»;

B) Ilocranosnenue IlpaBurensctBa PO ot
23.11.1996 Ne 18 «OO0 yTBepKICHUH TMEpeyHs
CBEICHMM,  COCTaBISIONIMX  TOCYIapCTBEHHYIO
TalHy»;

r) Vka3 Ilpesunenta P® ot 11.02.2006 Ne
90 «O nmepeyHe CBEOEHUN, OTHECEHHBIX K
rOCYJapCTBEHHOM TailHEY.

2. Kaxkue CBEJICHUS COCTaBJISAIOT
roCy/1apCTBEHHYIO TaliHy?

a) CBeJIeHUs B 00JIaCTU YIKOHOMUKH, HAYKH U
TEXHUKH,

0) cBeJIeHHsI B BOCHHOM 00J1acTH;

B) CBEICHMUS B obnactu
BHYTPUIKOHOMHUYECKOI JesITebHOCTH
rOCyAapcTBa;

I') CBEJICHHs B 00JacTU pa3BeAbIBaTEIbHOMH,
KOHTppa3BeIbIBATEIbHOMN 51 OIlepaTUBHO-

PO3BICKHOM AESITENFHOCTH;

1) CBeJIeHUsI B 00JIaCTH HAayKu, H300peTeHni
Y TIOJIE3HBIX 00PA3I[0B TEXHUKH;

€) CBEJICHUS B OOJIACTH BHEIIHEH MOJIUTHKH
U DKOHOMUKH;

3. Kak ®enepanbHblil 3akoH ot 27.07.2006
Ne 149-®3 «O6 unbpopmanuu, HHPOPMALMOHHBIX
TEXHOJOTHSX W O  3aluTe  HHQOPMAIH»
ompesieNiieT  TMOHATHE  «KOH(HUACHIHUATHHOCTh
uH(popMaun»?

a)  o0s3arenbHOEe IS COOJIFOACHUS
OTepaToOpOM WM HWHBIM JIUI[OM, ITOJIYYHBIIAM
IocTyn K uHpopManuu, TpeOOBaHKUE HE JTOMYCKATh
ee pacmpocTpaHeHus 0e3 cormacus CyObeKTa WIn
HATMYHUSI UHOTO 3aKOHHOTO OCHOBAHMUS;




CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemble
pe3yNbTaThl 00Y4YCHUS

OneHouHble CpeICTBA

0) O3HAKOMJICHHME OIPEIENCHHBIX JHUI[ C
KOH(pHIECHIIMATBHONH HMHPOpPMaLueil, TOJIBKO C
corjacusi ee obiamarenss Wi Ha WHOM 3aKOHHOM

OCHOBaHUU npu YCIIOBUH COXpaHEHHUsI
KOH(UICHIMATBHOCTH 3TON HHGOpMaIuy;
B) IIpaBOBBIE, OpraHU3alOHHBIE,

TEXHUUYECKHE U HMHbIC NMPUHUMAaeMble oOyiagaTesneM
uH(pOpMALIUU MEPHI IO €€ 0XPaHe;

r) o0s3aTenbHOE Uil BBIOJHEHUS JIUILIOM,
MOJTYYHBIITUM JOCTYT K OIpPEEIICHHOM
uH(popmalnuu, TpeOoBaHHE HE IepelaBaTh TaKyHO
MH(pOpMaLIMIO TPEeThUM JHIaM 0e3 corjacus ee
oOazares.

4. Kakoii JOKYMEHT OIpEACNsieT BUIbI
KoH(puaeHIMaIbHON nHpOopManuu?

a) Ilocranosnenue IlpaButenbctBa PD ot
11.02.1997 Ne 118 «OO0 yTBepKIE€HUU BHJIOB
KOH(pHICHIMAIBHON HH(DOpMaIUN»,

0) Yka3 IIpesunenta PO ot 06.03.1997 Ne
188 «O6 yrBepxknenun Ilepeunss cBeneHuit
KOH(UICHIIMAILHOTO XapaKTepay,

B) IlocranoBnenue IlpaButensctBa PD ot
11.02.2006 «O6 yrBepxaeHuu llepeuns cBemeHuit
KOH(UICHIIMATEHOTO XapaKTepay;

r) Yka3 Ilpesunenta PO ot 23.11.2006 «O
BUJAX uHbOopMaIuu KOH(UICHIIMATHEHOTO
XapakTepay.

5. Kakas  cocraBisiomias — OTJIHYaeT
KOH(UIEHIIMATIBHOE JIEJIONIPOU3BOJICTBO oT
OTKPBITOTO JIEIOMPOU3BOICTBA?

a) 3aIuTa coJiepxKaIiencs B
KOH(UICHIIMATBHBIX JOKYMEHTaX WH(GOpMaInK;

0) IOKYMEHTHpOBaHHE KOH(UACHINATHHOU
uHpOpMaINH;

B) OpraHu3anus paboThI c
KOH(UICHIINATEHBIMH JOKYMEHTAMU;

r) perucTpanus KOH(UIEHITNATBbHBIX
JIOKYMEHTOB.

6. Kakume HOpMaTWBHBIE  JTOKYMEHTBI
YCTaHABIMBAIOT €IUHBIA  TOPSIOK  CO3MAHUSA,
00paboTKH, XpaHESHUS u HCIIOJTH30BaHUS
KOH(UICHIIMATBHBIX JOKYMEHTOB B OpraHU3aIuu?

a) CMUCOK  pabOTHUKOB OpraHu3aIui,
UMEIONINX TPaBO JOCTYMa K KOH(HICHIHUATHHBIM
JIOKYMEHTaM;

0) nepevyeHb HEPETUCTPUPYEMBIX
JIOKYMEHTOB;

B) MHCTPYKIUS O TOpSAKE paboThl ¢
KOH(UJCHIIMATBHBIMA JOKYMEHTAMU;



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
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pe3yNbTaThl 00Y4YCHUS

OneHouHble CpeICTBA

I) MepeyeHb JOKYMEHTOB, COJAEpIKaIIUX
uHPOPMALIKIO KOHPHUICHIIMATHHOTO XapaKTepa;

1) MHCTPYKLIUS IO AETIONPOU3BOJICTBY;

e) IepeueHb BUJIOB uHpopMauu
KOH(HIEHIINATILHOIO XapaKTepa;

K) TepedeHb YHH(PUUIUPOBAHHBIX (OpM
KOH(HIEHIIMATIbHBIX JOKYMEHTOB.

7. B COOTBETCTBUU c KaKUMH
CHelHalbHBIMM JOKYMEHTaMM JEHCTBYET Ciryx0a
KOH(HICHIINATIHLHOTO ICTIONPOU3BOJICTBA?

a) MOJIOKEHUE 0 ciyxoe
KOH(HICHIIMATIHHOTO JISTIONPON3BOJICTBA;

0) UHCTpYKIUS O TOpsAKe paboTel C
KOH(HICHIINATLHBIMHI TOKYMEHTAMU;

B) IOJDKHOCTHBIE HHCTPYKLIMU PaOOTHHUKOB;

I) T[paBWia BHYTPEHHErO0  TPYAOBOIO
pacropsiaka.

8. I'le MJOWKHBI XpaHUTbCA 3aracHble
3K3EMILISIPBI KIIFOYEn oT MMOMEILIEHU I
KOH(HICHIIMATBHOTO JIeJIOTIPOU3BO/ICTBA,
pachamniHpIX METaNTHYeCKUX PEIIeTOK Ha OKHAaX,
cerihoB u mkadon?

a) B KkaOuHere y  PYKOBOAMTEIS
OpraHu3aluy,

0) B omnedyaTaHHbIX HOMEPHOM IeYaTbio
NeHajlaX  WJIM  KOHBEpTax  IOJpa3JiesIeHus
KOH(HIESHIIMATHHOTO JISIIONIPOU3BOJCTBA WIIM B
ciy:x0e 6e30MacHOCTH.

B) B ONCUATaHHBIX MEHAJaX WM KOHBEPTAaX
Ha BaxTe;

T) B celide B Oyxraiarepuu.

9. Kak odopmisercs paspemeHue Ha
JNOCTYIl K  TOCTYNMBIIUM WU HM3JIaHHBIM
KOH(HICHIIMATIBHBIM JJOKYMEHTaM?

a) Ha OOOpOTHOW CTOpPOHE JIOKyMEHTa B
BUJIC IITAMIIA;

0) B BHIE «OTMETKM O JOCTyHe K
JIOKYMEHTYY;

B) B BUJle «TpHu(a CoriacoBaHuUsm»;

T) B hopMe Pe30IIOINH Ha JIOKYMEHTE.

VYmMmern

pacro3HaBaTh
3¢ (heKTHBHOE pellIeHUE OT
Heap(HEeKTUBHOTO,
MIPUMEHSITh
TEOPETUYECKHE 3HAHUS U
METO/IbI HCCIICIOBAHUS
3HAHUS B
npodeccHnoHaTBLHOM

N3yuuTs cremyromne HOPMaTUBHBIE TOKYMEHTHI:

. 3akoH oT 21 wmroma 1993 r. Ne 5485-1 «O
rOCyJIapCTBEHHOMW TaiiHEY;

. Vka3 IIpe3sunenra Poccuiickonn ®enepaunu
or 11 cepans 2006r. Ne 90 «O mnepeune
CBEJICHUN, OTHECEHHBIX K TIOCYJapCTBEHHOM
TalHEY,

. ®enepanbHblil 3ak0H OT 27 utons 2006 r. No




CTpyKTypHBII

[Inanupyemble
DJICMCHT OueHouHbIE CpEeACTBA
pe3yNbTaThl 00Y4YCHUS
KOMIIETEHIUH

JEeITEIbHOCTH; 152-®3 «O nepcoHaNbHBIX JaHHBIX ),

HCIIOJIB30BATh UX Ha . ®enepanbHblil 3ak0H 0T 29 utonsa 2004 r. Ne

MEXKIUCIUTIITMHAPHOM 98-d3 «O KoMMepYECKOM TalHe».

YPOBHE; PaccMoTpeTh OCHOBHBIE MTOHSTHS, UCIIOJIB3YEMbBIE B

KOPPEKTHO BBIpaXKaTh U | HOPMATHBHBIX JOKYMEHTaX; MOJHOMOYHS OPTaHOB

apryMeHTHPOBAHHO rOCYJapCTBEHHOM BJIACTH U JIOJDKHOCTHBIX JIUI] B

00OCHOBBIBATH 00J1aCTH OTHECEHUS CBEJICHUI K TOCYIapCTBEHHOMN

TEOPETUUYECKHE 3HAHMS U | TallHE U MX 3alllUThl; IEPEUCHb CBEICHHUI,

METObl UCCIEAOBAHUS Ha | COCTABJISIIONIUX TOCYIaPCTBEHHYIO TaliHY;

MIPAKTUKE PEKBU3UTHI HOCUTEJIEH CBEJICHU, COCTABIISIOLINX
rOCyJIapCTBEHHYIO TaliHY; IPUHIUIIBI U YCIOBUS
00paboOTKN NEPCOHANIbHBIX JaHHbIX; IIpaBa
CyOBbEeKTa MePCOHANBHBIX JAHHBIX; 00SI3aHHOCTH
orieparopa npu cOope MepcoOHANbHBIX TaHHbIX;
0COOEHHOCTH TIPeIoCTaBIeHUs HHpOpMaIuu,
COCTaBIISIOIIEH KOMMEPYECKYIO TalHy.
Vka3arh IHCEMEHHO Ha3HAYCHUE KaXKIO0r0 U3
YKa3aHHBIX HOPMATHUBHBIX JOKYMEHTOB.

Brnaners MIPAKTUICCKHUMH Ilepeyenb TeM U 3aJaHNi 1JI1 MOATOTOBKH K

HaBbIKaMU, CIIOCO0aMu
OIICHUBAHUS 3HAYUMOCTHU
U IIPaKTUYECKOU
MIPUTOTHOCTH
HCIOJIb30BaHUS
TEOPETUYECKUX 3HAHUU U
METOJIOB MCCIIEAOBAHUS
Ha TPAKTHKE; OCHOBHBIMU
METOJIaMU pelIeHHs 3a/1a4
B 00J1aCTH HCITIOJIb30BAThH
TEOpEeTUYEeCKUE 3HAHUS U
METOBI KCCIIEIOBAHUS Ha
MIPAKTHUKE;

3avery:

1. ITonsTne KOH(UIEHIIMAIbHOTO
JIEIIONPOU3BO/ICTBA.

2. [Tpu3naku KOH(UICHITNATEHOTO
JIEIIONPOU3BOICTBA.

3. CooTHonieHNe KOH(QUIACHIIMAIHLHOTO H
OTKPBITOTO JIEIOMPOU3BOICTBA.

4, O6menocrymnHas nHpopmarus u
nH(pOpMaIKs OTPAaHHYEHHOTO JOCTYTIA.

5. CootHomieHne uH(pOopMauu
OTPaHHYEHHOTO JIOCTyNa C TOCYIapCTBEHHOMN
TaWHOM.

6. Knaccudukanus CBeICHUI
KOH(HUICHIIMALHOTO XapaKTepa 1O OCHOBAHUSM,
PeyCMOTPEHHBIM JEHCTBYIOIUM
3aKOHOJIaTEIHLCTBOM.

7. CBenieHUs, COCTaBIISIIOIINE CITYKEOHYIO
TaiHYy.

8. [Topsimox oOpareHuss ¢ JOKYMEHTaMH,
COJICPIKAIMH CITy)eOHYTO nHbOpMAIHIO
OTPaHUYEHHOTO PACIPOCTPAHEHHUSI.

9. CBenmeHusi,  KOTOpble  HE  MOTYT

OTHOCUTBCSI K ciyxeOHoi TaitHe. ['pud «Jlms
CIIy’K€OHOT'O I0JIb30BAHUS.

10. Caenenus, COCTAaBJISIOIINC
KoMMepueckyto TaiHy. I'pud «Kommepueckas
TaiiHaY.

11. Meponpusatusi,  HampaBlIeHHbIE  Ha

3aIIATY KOMMEPYECKON TalHBbI.




CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemble
pe3yNbTaThl 00Y4YCHUS

OneHouHble CpeICTBA

12. [lepconanbHble NaHHBIC (CBEACHHS O
rpaxzaaHax). CocraB NE€pCOHAJIbHBIX JaHHbBIX.

13. Knaccudukamms MePCOHAIbHBIX
JAHHBIX.

14. [Tomyuenue u obpaboTka

NEpCOHANBHBIX JaHHBIX. OCHOBHBIE TpeOOBaHUS
npu 00pabOTKE MEPCOHANBHBIX JAHHBIX.

15. Ilepenaya  mepcOHANbHBIX  JTAHHBIX.
Omnpenenenne Kpyra JIMI, MMEIOIIUX IPAaBO
JIOCTYTIA K TIEPCOHANIBHBIM JaHHBIM.

16. Csenenusl, COCTAaBIISIIOIIINE TalHy
CJICJICTBUS U CYJOIPOU3BOJICTBA.
17. CseneHusl, CBsI3aHHBIE C

po(hecCHOHANIBHOM  /1€ATEIbHOCThIO  (BpaueOHas,
HOTapuajibHas,  aJBOKATCKas  TailHa,  TaiHa
HEePenuCcKy, Teae(OHHBIX MEPEroOBOPOB, MOUYTOBBIX

OTIIPABJICHUH, TeserpagHbIX 170171 WHBIX
COOOIIICHUT).
18. CBeneHuss 0 CYyIIHOCTH H300peTeHuUs,

MOJIE3HOW MOJEIM WJIM NPOMBILIUIEHHOIO 00pasua
J10 opuIUAIBbHON MyOIMKaluyU HH(GOPMalUU O HUX.

19. BapuanTbl CTpyKTYpHOH oOpraHuzanuu
KOH(UIEHIIMAIBHOTO JI€IO0IPOU3BO/ICTBA.

20. 3amaun W QYHKUMM, TpaBa U
OTBETCTBEHHOCTb  CIYXObl ~KOH(HIEHIUAIBHOTO
JIeNIOTIPOU3BO/ICTBA.

21. JlokanpHBIE ~ HOPMATHBHBIE  AKTHI,
yCTaHaBJIMBAIOLIHE HOPSIIOK paboThI c
KOH(HICHIINATHHBIMHI JOKYMEHTAMHU.

22. Pexum COXpPaHHOCTHU

KOH(bI/II[GHHI/IaJ'IBHI)IX JOKYMCHTOB.
OTBETCTBEHHOCTH 32 pa3rlallieHue CBEACHUMN
KOH(PHICHIIMAIIBHOTO XapakTepa

[TIK-5 BrageHueM TeHACHUUSIMU PA3BUTHS U
obecrnieueHns ynpaBIeHUs] apXUBHOTO Jiea

H(pOopMaITMOHHO-TOKYMEHTAIIMOHHOTO U

3HaTh

OIIpEeJIEJIEHUS IPOLIECCOB
pa3BUTHS
MH(OPMALIOHHO-
JOKYMEHTAI[HOHHOTO U
o0ecrnieueHus yrnpaBiIeHUs
apXHUBHOTO JieJa

Tecm ona camonpogepku

1. KakoBa ocHOBHas 1Lelb  yyeTa
KOH(UICHITMATBHBIX JOKYMEHTOB?

a) perucTpanus KOH(UIEHITHATBHBIX
JIOKYMEHTOB;

0) obecnieueHne (U3NYECKON COXPaHHOCTH,

KOMIUTEKTHOCTH u [EJIOCTHOCTH
KOH(UICHIMATBHBIX JOKYMEHTOB;
B) obecrieueHne MOJTMHHOCTH

KOH(HICHIINATBHBIX JOKYMEHTOB;
r) ¢opmupoBaHue KOH(PHIECHIUATbHBIX
JIOKYMEHTOB B JieJIa.

2. I'me mpocTtaBiseTcss Tamn ¢ yKa3aHHEM




CTpyKTypHBII
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KOMIIETEHIINH

[Inanupyemble
pe3yNbTaThl 00Y4YCHUS

OneHouHble CpeICTBA

YYETHOrO  HOMEpa H  KOJHMYECTBa  JIUCTOB
KOH(UICHIMALHBIX JOKYMEHTOB?

a) B BEPXHEM MPABOM YIIIy KaXIOTO JIUCTA
JIOKYMEHTA;

0) B BEpXHEM JICBOM YTy KaXXIOro JHCTa
JIOKYMEHTA;

B) B BEPXHEM IIPABOM YTJIy TOJBKO TIEPBOTO
JUCTA IOKYMEHTA;

I') B BEpPXHEM JICBOM YTy TOJBKO MEPBOTO
JUCTA JOKYMEHTA.

3. Kakas wuHpopmamms ykas3piBaeTcs Ha
o0mokkax  paboynmx MU cTeHorpaduIecKux
TeTpaaci?

a) rpud KoH(pHACHIMATLHOCTH, haMHIIUS U
WHUIUAIIB] UCTIOJTHUTES], CPOK XPAHECHHUS,

0) rpud KOHPHUACHINAIBHOCTH, KOJIUYECTBO
JUCTOB, (haMUJIHSI U MHUITUAIIBI UCTIOTHUTEIIS;

B) BUJ HOCHTEIS, rpud
KOH(UACHIIMATHHOCTH, KOJMYECTBO JHCTOB;
r) BUJ HOCHTEIS, rpud

KOH(bI/II[eHI_II/IaJ'IBHOCTI/I, (1)8.MI/IJ'II/I$I Hn HHHUIHAJIbI
HUCITIOJTHUTEIIA.

4. Jlo Havayia COCTaBJICHUS TEKCTa
KOH(UICHIIMATFHOTO IOKYMEHTA IPOBOAUTCS
oTiepaIus:

a) perucTpanuu KoH(OUIeHIIHATIEHOTO
JIOKYMEHTA,;

0) perucTpanuu HOCUTENs
KOH(UIeHIHaTIbHON HHpOopMaLny;

B) perucTpaIiy MmakeTa MoCTYIUBIIETO
JIOKYMEHTA,;

T') COTVIACOBAaHME TEKCTa
KOH(HICHIINAIIBHOTO IOKYMEHTA.

5. Ecniu koHQUACHINATbHBINA JOKYMEHT
MeYaTaeTcs C YepPHOBUKA, KaKkasi HHPOpMAaIIHs
YKa3bIBA€TCs Ha IEPBOM JIUCTE YEPHOBUKA?

a) KOJINYECTBO HEOOXOAMMBIX IK3EMILIIPOB
MPOEKTa JOKYMEHTA, KOJTMYECTBO JINCTOB
YepHOBUKA;

0) KOJIMYECTBO JIUCTOB YEPHOBUKA, (haMUIIHS
UCTIOJTHUTEIIS;

B) KOJTUYECTBO HEOOXOIUMBIX IK3EMILIIPOB
MPOEeKTa JOKYMEHTa, (PaMHIns UCTIONTHUTEIS,

T') KOJIMYECTBO HEOOXOIMMBIX IK3EMILISIPOB
MPOEKTa JOKYMEHTa, (paMHITUs UCTIOTHUTEIS,
KOJIMYECTBO JIUCTOB YEPHOBUKA.
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6. I'te npocTaBiisieTcss yueTHbI HOMEp U
rpud KOH(OUICHINATBHOCTH HA TIPOCKTE
KOH(HICHIIMATHHOTO TOKyMeHTa?

a) Ha KaXJIOM JIUCTE KAXKIO0T0 IK3EMILISPa
MPOEKTa JOKYMEHTA;

0) TOJIBKO Ha TIEPBOM JIUCTE ITPOCKTA
JOKYMEHTA B OIIPECICHHOM JIJIsl 3TOTO PEKBU3UTA
MecCTe;

B) Ha BCEX JINCTaX MPOEKTA JOKYMEHTa B
JICBOM HIDKHEM YTITY JIMIICBOW CTOPOHBI;

T') Ha BCEX JIMCTaX MPOEKTa IOKyMEHTa B
MIPaBOM BEPXHEM YTy JIMIIEBOH CTOPOHBI.

7. C kakoii onepanuy HaunHaeTcs paborta ¢
MOCTYIHUBIIMMHU B OpTraHU3AIUIO
KOH(HICHIINATLHBIMHU TOKYMEHTaMU ?

a) y4eT MaKeTOB MOCTYMUBIINUX
JIOKYMEHTOB;

0) yueT HocuTenel nupopManuu;

B) BBOJ] PETUCTPAIIOHHBIX JJAHHBIX B
ABTOMATU3UPOBAHHYIO WU TPATUIIHOHHYIO
CHCTEMY yUeTa;

I') IpOCTaBJICHUE Ha JOKYMEHTE Tpuda
KOH(UIEHIIMATBHOCTH.

8. I'te mpocTaBiIsAIOTCS yUeTHBIE HOMepa Ha
TEKCTOBBIX JOKYMEHTaX BbIJICJIEHHOTO XpaHEeHUs?

a) B BEPXHEM IIPABOM YTITy OOJI0XKKH;

0) B BEpXHEM JIEBOM YTJIy OOJIOXKKH;

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

') B HUKHEM IPAaBOM YTy OOJIOKKH.

9. I'me nmpocTaBisieTcss y4eTHbIN HOMED,
MPUCBOCHHBIA KOMUU KOH(PHICHIIMATBHOTO
JIOKyMeHTa?

a) Ha TEePBOM JIUCTE KOIUH ITOCEepeInHE
HIDKHETO TIOJIS ¢ TIoOaBieHrneM ab0peBuaTyphl
rpuda KoH(pUIEHINAIBHOCTH;

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

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

I') Ha BCEX JIMCTaxX KOIUM MTOCEpPEIUHE
HIDKHETO 1oJIs ¢ 1o0aBieHneM abopeBHaTyphl
rpuda KoH()UICHINATEHOCTH.
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10. VkaxuTe MecTopacrnoioxeHue rpuda
OrPaHUYEHUS JI0CTYIA K JOKYMEHTY.

a) B HIDKHEM JIEBOM YIJIy TEPBOTO JIUCTA
JIOKYMEHTA;

0) B BEpXHEM JICBOM YIJy IEPBOrO JIUCTA
JIOKYMEHTa;

B) B HW)XHEM IIpaBOM YIUIy IEpPBOIO JIMCTA
JIOKYMEHTa;

I') B BEPXHEM IIPaBOM YTy IEPBOIO JIMCTA
JIOKYMEHTA.

11. K kakoM JOKyMEHTE COIEPKHUTCS
uHpopMaUg O TOPSIOK TPUCBOCHUS M CHATHUA

rpuda OrpaHHYCHUS J0CTyTIa K
KOH(UACHIIMATBHBIM JTIOKYMEHTaM?
a) MTOJIOKCHHE 0 ciryxoe

KOH(UICHIIMATEHOTO JIeTOMPOU3BO/ICTBA;

0) HHCTPYKIHS O TOpsAKe paboThl ¢
KOH(UICHIIMATBHBIMHA JOKYMEHTAMU;

B) JI0JKHOCTHBIE MHCTPYKIIMHY PaOOTHUKOB;

I') TepedeHb (CIUCOK) BUAOB WMHMOpMaInuu
KOH(PHUICHIIMAIIBHOTO XapaKTepa.

12.  Kakume  nomonHuUTENbHBIE  Tpadbl
CONCpXKHUT  TaOJIMuYHAs 4YacTb  HOMEHKJIATYpPbI
KOH(UICHIMATBHBIX €717

a) HOMEp IO MOPSIKY;

0) rpu¢ KOH(UIECHIIMATLHOCTH JIeNa;

B) BUA HUHPOPMALUU  OTPAaHUYEHHOTO
JIOCTYIIA, COZIEPIKAILEHCS B JIENIE;

r) HAauMEHOBAHHE MOIpa3IeIICHNUs,
KOTOPOMY IIPEAO0CTABIISAETCS JEII0;

1) OTMETKH O JBW)KEHUH Jena (apXUBHBIN
mudp, HOMEp M Jara akTa o0 YHHYTOXKEHUH,
OTMETKH 00 OTIpaBIICHUH);

€) KOJINYECTBO JIUCTOB B JIENIE;

) CPOK XpaHEHHs M HOMepa cTaTeil Io
HEPEYHIO;

3) epuo]] KOH(UACHINAILHOCTH JIea.

13. Crenuduueckoit COCTaBJISIOLIEH
KOH()HICHIIMAIBLHOTO JIeNa SIBIISETCS:

a) BHYTPEHHSSI OITUCH IOKYMEHTOB;

0) CHUCOK COTPYIHUKOB, AOMYIICHHBIX K
Aeny;

B) 3aBepUTENIbHAS HAAMMKCH JIEIIa;

T') CIUCOK OTBETCTBEHHBIX UCTIOTHHUTEICH.
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14. IIpu BBIIAYe KOH(MUICHIIMAIBLHOTO Jeja
COTPYAHUKY OpraHU3alMU JIETTAETCS OTMETKA B:

a) KapTOUyKe y4eTa BbIJIauu JIelia;

0) KapTOUKe y4yeTa pa3perieHui;

B) KapTOUYKE y4yeTa BbIIA4YU JJOKYMEHTOB;

I') BHYTPEHHEH OIUCH Jena.

15. Kakum jgokymMeHTOM OQopmiseTcs
nporenypa YHUUYTOXKEHUS  KOH(UICHLIMAIbHBIX
JIOKYMEHTOB, JIe]l 1 HOCUTeNelH HHpopMauu?

a) CBUJIETENIbCTBOM 00 YHUUTOXKEHUM;

0) cripaBKoO¥ 00 YHUUTOXCHUU;

B) IIPOTOKOJIOM O XO/1€ YHUUTOKEHUS;

') aKTOM 00 YHUUTOXKEHHH.

16. KakoBa nepuoAM4HOCTh TPOBEICHUS
MIPOBEPOK HATWYHSI KOH(DHUICHITNATEHBIX
JIOKYMEHTOB?

a) HE pexe OJTHOTO pa3a B MOJITo/a;

0) He peke OJHOTO pa3a B TOI;

B) HE PEKe OJIHOTO pa3a B TPH ToJIa;

T') HE peXe OJTHOTO pa3a B IATh JIET.

17. B kakoM TOKyMEHTE OTPaXKaroTCs
pe3ynbTaThl IPOU3BEICHHBIX IIPOBEPOK
IIPABWJIBHOCTH NIPOCTABIIEHHS] OTMETOK O
PErUCTpalMU U ABMXKEHUN KOHPUACHIINATbHBIX
JIOKYMEHTOB, JIeJ]l, HOCUTENEH U X (PaKTHUECKOTO
HaJTU4Hs?

a) B aKTe;

0) B MPOTOKOJIE;

B) B PELLICHUH;

T) B [IPUKa3e.

YmMmern

BBIJICNIATH TEHJICHIIUH,
OOBSACHSATH (BBISBIATH U
CTPOUTH) TUITUYHBIE
MOJIETN, KOPPEKTHO
BBIpaXXaTh U
apryMEeHTHUPOBAHHO
00OCHOBBIBATh
MOJ0KEHUS TEHIEHITHI
pa3BUTHS
MH(OPMAaLIOHHO-
JOKYMEHTAIMOHHOTO U

o0ecrnieueHus yrnpaBiIeHUs

apXHUBHOIO JI€eJIa.

1. Belmumure TEPMHUHBI U ONpPEACIICHHS,
ONUCHIBAIOIIME TPOLECC BIAJACHUS TEHICHUUAMHU
pa3BUTH WH(POPMALMOHHO-TOKYMEHTALIMOHHOTO U
oOecrieueHUs yHpaBlieHUs apXuBHOro jena. Jlate
CPaBHUTEJIbHBIN aHAJIU3 [IOHATUH.

2. [Ipoananusupyiite HOpMaTHUBHbBIE
TpeOOBaHUSI K OpPraHU3alMM Ipoliecca BIIAJCHUEM
TEHJICHIUSAMU pa3BUTHUSA MH(OPMaLMOHHO-
JOKYMEHTAITMOHHOTO U OOeCTeYeHHs YIpaBICHUs
apXMBHOTO JIeNIa.

3. IIpoananu3upyiTe HOpMATUBHBIE
TpeOOBaHUS K OpraHU3allK Mpoliecca BIaIEHUEM
TEHICHIMSIMH Pa3BUTHS HHPOPMALIMOHHO-
JOKYMEHTAIMOHHOT'O U 00€CIIeYeHUs YIIPaBICHUS
ApXMBHOIO JEJIA.
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Bnanets criocobamu IIucbMEHHO OTBETUTH Ha CIEAYIOLINE BOIIPOCHI,

JIEMOHCTPALIMU YMEHHUS yKa3aB HaMMEHOBAaHWE HOPMATUBHOIO JIOKYMEHTA,

aHAJIM3UPOBATh TOYHYIO (POPMYIUPOBKY, MOITBEPKIAIOLIYIO

CUTYaLHIO, BBICKa3bIBaHUE, HOMEP ITYHKTa U HOMEP CTaTbHU:

BO3MOKHOCTBIO . PaccmarpuBaercst nu 4enoBeK B KayecTBE

MEKIUCIUILIMHAPHOTO HOCHUTEIIA CBEJICHUH, COCTAaBJISIOIIUX

MIPUMEHEHUS], roCyJapCTBEHHYIO TailHy?

npodeccunoHaTbHBIM . Kaxkoii MaKCHUMaJIbHbIN CpPOK

SI3IKOM B 00J1aCTH pacCEeKpEeUMBaHUsl  CBEIACHUM,  COCTaBJISIOLIUX

TEHJICHIIMI Pa3BUTHUS rOCYJapCTBEHHYIO TallHy?

nH(OPMALILOHHO- . Kak dacto HeoOXoaumo mnepecMaTpHUBaTh

JIOKYMEHTallMOHHOTO MEpEYHU CBEJICHUH, MOJIEKAITUX

o0ecrieueHus yrnpaBjieHHs | 3aCeKpeYMBaHUIO?

apXHUBHOTO JIEJIa; . Kto HaJIeJICH MIPaBOM MPOJICHUS
MEpBOHAYAIILHO YCTaHOBJIEHHBIX CPOKOB
3aceKpeurBaHus HOCHUTEJIEeH CBEJICHUH,
COCTABJISIIOLIUX TOCYIaPCTBEHHYIO TalHY?
. B kakux ciy4asx HOCUTENIM CBEICHHI,

COCTABJISIIOLIMX TOCYIAPCTBEHHYIO TaillHy, MOTYT
OBITh pAcCeKpeueHbl JI0 HCTEUYCHUS CPOKOB HUX
3aceKpeurBaHus?

. Ha xakue oTHOLIEHHS HE pacpoOCTpaHIETCs
neiicteue denepanbHoro 3akoHa «O MepCcoOHAIbHBIX
ITAHHBIX»?

o Ha OCHOBE KaKHX MPUHLIUIIOB
OCYLIECTBIISIECTCA o0OpaboTka MEPCOHANIBHBIX
TAHHBIX?

. B kakux crnydasx cBeleHUS O CYOBEKTe
MEPCOHANIBHBIX JAHHBIX MOTYT OBITb B JIHO0OE
BpeMsi HCKIIFOUEHBI u3 00IIeTOCTYTHBIX
HMCTOYHHKOB NIEPCOHAIIBHBIX IAHHBIX ?

o Yro MPEeAnonaratoT NENCTBUSA o
00€3TMYMBAHUIO TEPCOHAIBHBIX TAHHBIX?

. Kto sBnsercs obnamarenem uHbopMaiuwy,
COCTaBIISIIOIIE KOMMEPUYECKYIO TalHy?

. B kakux cinydasx u KoMy, oOiamarenb
uHpOpMaIUK,  COCTABJIAIONIEH  KOMMEPUYECKYIO
TaiiHy, 00s3aH MPEeAOCTaBUTh 3Ty HHOpMaIuio?
Kax 310 momkHO ObITE 0popMIIeHO?

B kakux cioydasx nHhopmMaiys, CoOCTaBIsIoIas
KOMMEpPUECKYIO TaiiHy, o0iaiaTeneM KOTopoit
SBJISIETCS IPYTOE JIMI0, CYUTAETCS TOJTYyYEHHOU
HE3aKOHHO?

[TK-12 crnocoOHOCTBIO BBISBIATH U OTOMPATh TOKYMEHTHI JUIsl pa3HbIX TUIIOB U BUJIOB

nyOnuKanui

3HaTh

MpaBWIIa U METOJTUKY
BBISIBJICHHSI U OTOOpa
JOKYMEHTOB JUTSI Pa3HBIX
TUTIOB U BUJIOB

Tecm 0na camonpogepku

1. KakoBa oOcHOBHas ILenb  yderTa
KOH(UICHIHMATBHBIX JOKYMEHTOB?

a) perucrpanus KOH (U ISHITHATBHBIX
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myoIuKaIui

JIOKYMEHTORB;

0) obecrnieuenue (pU3NIECKONW COXPAHHOCTH,
KOMILJIEKTHOCTH u LIEJIOCTHOCTH
KOH(UICHIMATLHBIX JOKYMEHTOB;

B) obecrieyeHne MOJIMHHOCTH

KOH(HICHIINATBHBIX JOKYMEHTOB;

r) ¢opMupoBaHHe  KOH(PHUIACHIIUATBHBIX
JIOKYMEHTOB B JieJIa.

2. I'me mpocTaBisieTcsl MITaMIl C yKa3aHUueM
YU4ETHOTO  HOMEpa M  KOJMYECTBA  JIMCTOB
KOH(UICHIHMATBHBIX JOKYMEHTOB?

a) B BEpPXHEM IIPaBOM YIUIy Ka)KJOTrO JIUCTa
JIOKYMEHTA;

0) B BEpXHEM JIEBOM YTy KaXKJIOro JIMCTa
JIOKYMEHTA;

B) B BEpXHEM IIPaBOM YTy TOJIBKO MEPBOTO
JIUCTa JOKYMEHTA;

I') B BEpPXHEM JIEBOM YTy TOJIBKO MEPBOTO
JIUCTA JOKYMEHTA.

3. Kakas wundopmanus ykas3piBaeTcs Ha
o0mokkax ~ paboumx ®W  cTeHOrpaduIecKux
TeTpajeu?

a) rpud KoH(pHUAEHIMATEHOCTH, DaMIIIUS U
WHUIUAIB] HCTIOTHUTES], CPOK XPAHECHHUS,

0) rpu( KOHPHUACHIINAIBHOCTH, KOJIUYECTBO
JTUCTOB, (haMUIIHSI U MHUITUAIIBI HCTIOTHUTEIIS;

B) BH/]I HOCUTENS, rpud
KOH(HIEHIIMATBHOCTH, KOJIMYECTBO JIMCTOB;
r) BH/]I HOCUTENS, rpud

KOH(QHIEHIIMATBHOCTH, (aMWInsg W  HHHUIHAAIbBI
VCIIOJTHUTEJIS.

4. 1o Hayasa COCTaBJIE€HHs TEKCTa
KOH(HICHIIHATIHHOTO JIOKyMEHTA MTPOBOIUTCS
ornepanus:

a) perucTpanuu KoH(UIeHIINATIbHOTO
JIOKYMEHT;

0) perucTpainuu HOCUTES
KOH(HIEHIIMATbHON HH(pOpMaIuH;

B) PETUCTPAIUH MTaKeTa MMOCTYITHBIIETO
JIOKYMEHTA;

I') COTJacOBaHUE TEKCTa
KOH(HICHIIMATIBHOTO JTIOKyMEHTA.

5. Ecniu koHQUACHINATbHBINA JOKYMEHT
MIeyaTaeTcsl C YepHOBUKA, Kakas HHPOpMaLus
yKa3bIBAETCS Ha TIEPBOM JIFICTE YEPHOBUKA?

a) KOJINYECTBO HEOOXOAMMBIX IK3EMILIIPOB
IIPOEKTa JOKYMEHTA, KOJIMYECTBO JIUCTOB
YEepPHOBHUKA;

0) KOJIMYECTBO JINCTOB YEPHOBHKA, (haMHIIUS
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UCTIOJTHUTEJIS;

B) KOJIMYECTBO HEOOXOIUMBIX IK3EMILISIPOB
IIPOEKTa JOKYMEHTa, (JaMUIIUS UCIIOJTHUTEIIS;

I') KOJINYECTBO HEOOXOAMMBIX IK3EMILIIPOB
IPOEKTa JOKYMEHTa, (paMUIIUS UCIIOJHUTEII,
KOJINYECTBO JIMCTOB YEPHOBHKA.

6. I'ie mpocTaBiigeTcsi y4eTHbIM HOMEDP U
rpu¢ KOH(PUIESHINATHHOCTH Ha MTPOEKTE
KOH(HIEHIIMATIBHOI O IOKyMeHTa?

a) Ha KaXKJOM JINCTE KaXIO0T0 SK3EMILISPa
IPOEKTa JOKYMEHTA;

0) TOJILKO Ha TIEPBOM JIUCTE ITPOCKTA
JIOKYMEHTA B OIIPEJeIEHHOM JIJIsl 3TOT0 PEeKBU3UTA
MecCTe;

B) Ha BCEX JINCTAaX MPOEKTa JOKYMEHTA B
JIEBOM HMKHEM YTIIY JIMLEBON CTOPOHBI;

T') Ha BCEX JIMCTaX MPOEKTa IOKyMEHTa B
IIPaBOM BEPXHEM YIJIy JIMLIEBOM CTOPOHBI.

7. C kaxoii onepanuy HaunHaeTcs pabora ¢
HOCTYNUBIIMMU B OPraHU3aLHIO
KOH(HICHIINATLHBIMU TOKyMEHTaMU ?

a) y4eT MaKeTOB MOCTYNUBIINX
JIOKYMEHTOB;

0) ydet HocuTeneil napopmanuu;

B) BBO/JI PETUCTPAIIMOHHBIX JTAHHBIX B
ABTOMATH3UPOBAHHYIO UM TPATULIMOHHYIO
CHCTEMY yUeTa;

I') IpOCTaBJICHUE Ha JOKYMEHTe Tpuda
KOH(UIEHIIMATBHOCTH.

8. I'ie mpocTaBisAtOTCS yUeTHbIE HOMepa Ha
TEKCTOBBIX JOKYMEHTaX BBIJICIIEHHOTO XpaHEHUs?

a) B BEPXHEM IIPaBOM YTy OOJI0XKKH;

0) B BEpXHEM JIEBOM Y1y OOJIOKKH;

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

I') B HIDKHEM ITPaBOM YTITy OOJI0XKKH.

9. I'me nmpocTaBisieTcss y4eTHbII HOMED,
MPUCBOCHHBIA KOMUU KOH(PHIEHIINATIHLHOTO
JIOKyMeHTa?

a) Ha MEPBOM JIUCTE KOMUH IOCEepeInHE
HIDKHETO TIOJIS ¢ TIoOaBieHrneM abOpeBuaTypsl
rpuda KoH(pUIeHINAIBHOCTH;

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

B) Ha BCEX JINCTaX KOMHUU B IPAaBOM HUKHEM
yriy ¢ nobaBiaeHrueM abOpeBuaTypsl rpuda
KOH(UICHIIMATEHOCTH;

I') Ha BCEX JIMCTaxX KOMUM [TOCEPEINHE
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HIDKHETO TOJIsI ¢ I00aBieHrneM abOpeBuaTypbl
rpuda KoH(pUIEHINATBHOCTH.

10. VkaxuTe MecTopacnojioKeHue rpuda
OTpaHUYEHUS JOCTYIA K JOKYMEHTY.

a) B HIDKHEM JIEBOM YIJIy TEpPBOTO JIHCTa
JIOKYMEHTA;

0) B BEpXHEM JICBOM YTIJIy IEpPBOIO JHCTa
JIOKYMEHTA;

B) B HIDKHEM IIPaBOM YIJIy IEPBOTO JIMCTa
JIOKYMEHTA;

I') B BEpXHEM IPaBOM YTy NEPBOrO JIMCTA
JIOKYMEHTA.

11. K kakoM JOKyMEHTE COIEPKHUTCS
uH(pOpMaNUA O TOPSIOK TPUCBOCHUS W CHATHUS

rpuda OrpaHHYCHUS J0CTyTIa K
KOH(UACHIIMATBHBIM JTIOKYMEHTaM?
a) MTOJIOKCHHE 0 ciryxoe

KOH(HIEHIIMAJIBHOI'O JI€TI0NPOU3BOJICTBA;

0) HHCTPYKIHS O TOpsAKe paboThl ¢
KOH(HIEHIIMATBbHBIMHU JOKYMEHTAMU;

B) JI0JKHOCTHBIE MHCTPYKIIMHY PaOOTHUKOB;

I') TepedeHb (CIUCOK) BUAOB WMHMOpMaInuu
KOH(PHUICHITMAIBHOTO XapaKTepa.

12.  Kakume  pomnoiHuTeNbHBlE  rpadsl
COJIEP’)KUT  TabIMyHAash 4acTh  HOMEHKJATYpbl
KOH(HIEHIIMATBHBIX JeN1?

a) HOMep IO MOPSIIKY;

0) rpu¢ KoH(UIEHINATEHOCTH JIeNa;

B) BuA UHGOpPMAUM  OTPaHUUYEHHOTO
JI0CTyTIa, COZIEPKALLENCS B IETIE;

r) HaVMEHOBAHHE MTOAPAa3ACIICHHUS,
KOTOPOMY IIPEOCTABIISETCS JIETI0;

J) OTMETKH O JIBW)KEHUU Jieia (apXUBHBIM
mudp, HOMEp W Jara akra 00 YHMUYTOXKEHUH,
OTMETKH 00 OTIpaBJICHUHN);

€) KOJIM4ECTBO JINCTOB B JIEJIE;

) CpPOK XpaHEHHS M HOMepa craTeil 1o

MIEPEYHIO;
3) meproa KOHPUACHITUATHHOCTH JIeIa.
13. Crenupuyeckoit COCTaBJISIOLIEH

KOH()HICHIIMAILHOTO JIeNa SIBIISETCS:

a) BHYTPEHHSIS ONKUCH IOKYMEHTOB;

0) CHUCOK COTPYIHUKOB, IOMYIICHHBIX K
ACIy;

B) 3aBEpHUTEIIbHASI HA/IITHUCH JIETIa;

T') CIIMCOK OTBETCTBEHHBIX UCITOTHUTEIICH.

14. IIpu BBIIAYe KOH(MUICHIIMAIBLHOTO Jejia
COTPYAHUKY OpraHU3alNH JIETAETCS OTMETKA B:

a) KapTOUYKe y4eTa BbIJIauu JIeJIa;
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0) KapTOYKe y4eTa pa3penicHui;

B) KapTOYKE y4yeTa BbIJa4d JOKYMEHTOB;

') BHYTpEHHEH OINUCH Jena.

15. Kakum pgoKkymMeHTOM OQopMmiseTcs
npoueaypa YHUYTOXKEHHUS — KOH(UICHIIMAIbHBIX
JIOKYMEHTOB, JIe]I U HOCUTENEeH nHpopMaIuu?

a) CBUCTEIILCTBOM 00 YHHUTOXCHUU;

0) cipaBKO¥ 00 YHUYTOXKCHHH;

B) MPOTOKOJIOM O XOJI¢ YHUUYTOKEHHUS;

') aKTOM 00 YHUYTOKECHHH.

16. KakoBa nepuoAM4HOCTh TPOBEACHUS
MIPOBEPOK HATWYHSI KOH(DUICHITHATEHBIX
JIOKYMEHTOB?

a) HE pexe OJIHOTO pa3a B MOIToa;

0) He peke OJTHOTO pa3a B TOJI;

B) HE pEXe OJIHOTO pasa B TPH rojia;

T') HE PeXKe OJTHOTO pa3a B IAThH JIET.

17. B kakoM JOKYMEHTE OTpakaroTCs
Pe3yJIbTaThI TPOU3BEICHHBIX TIPOBEPOK
MPABUJIBHOCTH MPOCTABIICHHS OTMETOK O
PETUCTpAIMH U ABMKCHUN KOHPUICHIIHATBHBIX
JIOKYMEHTOB, JIeJ1, HOCUTEeNel 1 uX (aKTUYeCKOro
HaJIA4Is?

a) B aKTe;

0) B MPOTOKOJIE;

B) B PEILLICHUH;

T') B [IPUKa3e.

YMmern

MIPUMEHSTh BHIOPAHHBIC
JOKYMEHTBI JUTSI Pa3HbBIX
TUTIOB U BUJIOB
myoJIuKaIui B
npodeccnoHanbHOM
TSI TEeTbHOCTH;
UCIIOJIB30BaTh MX HA
MEK TUCITUTITHHAPHOM
yYpPOBHE

3amanne «Komniexc mep no zawume
Konpuoenyuarvrou ungopmayuu. Cmpyxkmypuas
OP2aHU3AUUSA KOHDUOSHYUATbHO20
0eIonpouU3800Cmea .

1. CripoeKTHpoBaTh (CMOEIMPOBATH) KPYIHYIO
OpraHu3aIMIo, OMPEETUTh chepy AesATeTbHOCTH 1
peliaemMble 3aa4u.

2. IlpescTaBUTh CBOM BapHaHT CTPYKTYPHOU
OpTraHHU3aINH CIY>KObI KOH(DUIESHITNATIEHOTO
JIeJIONPOU3BOJICTBA (pa3padoTaTh CTPYKTYPY
OpTraHMU3aIH U MMOKa3aTh MECTO CITYKObI
KOH()HICHIIMAIIBHOTO JISTIONPOU3BO/ICTBA B TAHHOM
CcTpyKType). Onucarh CTeNeHb CAMOCTOATEIbHOCTH
CITY>KOBI KOH(PHUIACHITUATHLHOTO IETONPONU3BOJICTBA,
€¢ IMOJUMHCHHOCTb.

3. OnpeaenuTs JOJKHOCTHOM M YHCIIEHHBIN COCTaB
pabOTHUKOB CITYXObl KOH(UACHIIUATIEHOTO
JIETIOTIPON3BO/ICTBA, C IEPEUNCIICHUEM
JNOJDKHOCTHBIX 00SI3aHHOCTEN 10 KAXKIOH
JIOJI’KHOCTH.

4. OnpenenuTh HOPMATUBHBIE AKThI, B TOM YHCIIE




CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemble
pe3yNbTaThl 00Y4YCHUS

OneHouHble CpeICTBA

JIOKaJIbHBIE, Ha KOTOPBIX OCHOBBIBAETCS
OpraHu3aIys padoThl CITYKObI
KOH(UICHIIMATBEHOTO JIETOMPOU3BO/ICTBA).

5. Onpenenuts coaepkanue nepeyHs (CIucka)
BUJI0B MH(OpMAIMK KOH(DUIECHIINATIEHOTO
XapakTepa ISl CIIPOCKTUPOBAHHOM OpraHU3aIiH.
[Tepedyerr opopMUTB B BUAC TAOTHUIIBI.

6. OnpenenuTs cojepkaHue nepeyHs (CIucka)
JIOKYMEHTOB, COJIepKAIIUX HHPOPMAIIHIO
KOH(UICHIIMATLHOTO XapaKTepa Js
CIIPOEKTUPOBAHHOM opranuzauuu. [lepeyenn
0hOpMHTH B BUJIE TAOJIHUIIBI.

7. OnpenenuTth CUCOK paOOTHUKOB OpraHU3aIUH,
UMEIONIUX MTPABO JOCTYIA K KOH(PHUICHITNATEHBIM
JIOKYMEHTaM.

8. CocraButhb u opopmuTth [lonoxenue o ciyxoe
KOH(UICHIIMAILHOTO JISTIONPOU3BOJICTBA

Brnaners

MPAKTUICCKUMU
HAaBBIKAMH BBISBJICHUS U
0TOOpa JJOKYMEHTOB JISI
Pa3HbIX TUIIOB ¥ BUIOB
MyOIMKAIUi 1 HaBBIKAMU
WX UCTOJIb30BAHUS

Hepeqeﬂb TE€M U 3aJlaHMil ISl MOATOTOBKH K

3a4ery:

1. ITonsTne KOH(UIEHIINAIbHOTO
JIeJIOTIPOU3BO/ICTBA.

2. [Tpusnaku KOH(HICHIINATHLHOTO
JIeNIOTIPOU3BO/ICTBA.

3. CooTHolieHne KOH(UICHIINATBHOTO W
OTKPBITOT'O JIEJIONPOU3BOICTBA.

4, O6menocrymnHas nHpopmarus u
uH(pOpMalKs OTPaHUYEHHOTO I0CTYTIA.

5. CootHomieHne uH(pOopMauu

OTPAaHMYEHHOTO JIOCTyna ¢ TOCYAapCTBEHHOU
TalfHOM.

6. Knaccudukanus CBeICHUIT
KOH(UICHIIMATLHOTO XapaKTepa 1O OCHOBAHUSM,
MPeyCMOTPEHHBIM NEHCTBYIOIUM
3aKOHO/IaTEILCTBOM.

7. CBenieHUs, COCTABIISIIONINE CITYKEOHYIO
TaHYy.

8. [Topsimox oOpareHuss ¢ JOKYMEHTaMH,
COJICPIKAIMH CITy)eOHYTO nHDOpMAIHIO
OTPaHUYEHHOTO PACIPOCTPAHEHHUSI.

9. CBeneHusi,  KOTOpbIE  HE  MOTYT

OTHOCHUTBCSI K chyxeOHoi TaitHe. ['pud «Jlms
CIIy’k€OHOTO MOJIb30BAHUS.

10. Csenenus, COCTAaBJISIOIINC
KoMMepueckyto TaiHy. I'pud «Kommepueckas
TalHa».

11. MeponpusAtusi,  HampaBlIEHHbIE  Ha
3aIIATY KOMMEPYECKON TalHBI.
12. [lepconanbHble NaHHBIE (CBEACHHS O

rpaxzaaHax). CocTaB N€pCOHAIbHBIX JaHHBIX.
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13. Knaccudukamms MIePCOHAIbHBIX
JAHHBIX.
14. [Tomyuyenue u obpaboTka

NEPCOHANBHBIX JaHHBIX. OCHOBHBIE TpPeOOBAaHUS
npu 00pabOTKE MEPCOHANBHBIX JAHHBIX.

15. Ilepenaya  mepcOHANbHBIX  JTAHHBIX.
Omnpenenenne Kpyra JIMI, WMEIOIIUX IPaBO
JIOCTYTIA K TIEPCOHANIbHBIM JaHHBIM.

16. Csenenus, COCTAaBIIAOLIIE TalHy
CJICJICTBUS U CYJOIPOU3BOJICTBA.
17. Csenenusl, CBsI3aHHBIE C

po(heCCHOHATILHOM JIeATEIHHOCTRI0  (BpadcOHas,
HOTapuajbHas,  aJBOKATCKas  TalHa,  TaliHa
MEPCINCKH, TeJIe(l)OHHI)IX MEPETroBOPOB, MOYTOBBIX

OTHPABJICHUH, TenerpadHbIX WIIN MHBIX
COOOIIICHUT).
18. CBeneHHsT O CYHIHOCTH H300pETEHHS,

MOJIE3HOW MOJETM WJIM NPOMBILIUIEHHOrO 0o0pasua
J10 opuIMaIbHON MyOIMKaluu HHQOPMALIUY O HUX.

19. BapuanTbl CTpyKTYpHOH oOpraHuzanuu
KOH(HICHIINATIHHOTO ICTTONPON3BOJICTBA.

20. 3amaun  u  GyHKOUM, TpaBa WU
OTBETCTBEHHOCTb  CIYXObl KOH(HIEHIUAIBHOTO
JIeNIOTIPOU3BO/ICTBA.

21. JlokanpHBIE ~ HOPMATHWBHBIE  aKTHI,
yCTaHaBJIMBAIOLIHE HOPSIIOK paboThI c
KOH(HICHIIHATHLHBIMHU TOKYMEHTAMHU.

22. Pexum COXPaHHOCTH

KOH(bI/II[GHHI/IaJ'IBHI)IX JOKYMCHTOB.
OTBETCTBEHHOCTH 32 pa3rlalliIeHuEe CBEACHUMN
KOH(PHICHIIMAIIBHOTO XapakTepa

[1K-17 BrageHremM MeToIaMu 3alUThl HHDOPMAITUU

3HaTh

oOmenpodeccuoHaIbHbIC
TEOPETUYECKHE U
METOIMYECKUE OCHOBBI
MH(OPMAaIMOHHOM
0€30IMacCHOCTH U 3aIIUTHI
uHpopMaIuu

Tecm ona camonpogepku

1. KakoBa oOcHOBHas  Lelb  yyeTa
KOH(PHUICHITMATBHBIX TJOKYMEHTOB?

a) perucTpanms KOH(UIEHITHATBHBIX

JIOKYMEHTOB;
0) obecnieueHne (U3NYECKON COXPAHHOCTH,
KOMITJICKTHOCTH " [[EJIOCTHOCTH
KOH(UACHIIMATBHBIX IOKYMEHTOB;
B) obecrieueHne MOJTMHHOCTH

KOH(HICHIINATBHBIX JOKYMEHTOB;

r) ¢opmupoBaHue KOH(PHIECHIUATbHBIX
JIOKYMEHTOB B JieJIa.

2. I'me mpocraBiisieTcsl TaMIl ¢ yKa3aHUEM
YY4ETHOTO  HOMEpa M  KOJIMYECTBA  JIMCTOB
KOH(QHIEHIIMATIbHBIX JOKYMEHTOB?

a) B BEPXHEM IIPaBOM YIUIy Ka)KJOTrO JINCTa
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JIOKYMCHTA;

0) B BEpXHEM JIEBOM YTy KaXJOTO JIHCTa
JIOKYMCHTA,;

B) B BEPXHEM MPABOM YTIIy TOJBKO MEPBOTO
JIMCTa JIOKyMEHTA,

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

3. Kakas wuHpopmamms yka3piBaeTcs Ha
o0okKax  pabounmx W cTeHOTrpadHUUeCcKuX
Terpaaei?

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

0) rpud KOHPHUACHIMAIBHOCTH, KOJIMYECTBO
JTUCTOB, (haMUJTHSI U MHUITUAITBI HCTIOJTHUTEIIS;

B) BH/]I HOCHUTENS, rpud
KOH(HICHIIMATbHOCTH, KOJIUMYECTBO JINCTOB;
r) BUJ HOCHTEIS, rpud

KOH(MUICHIIMATBHOCTH, (aMUIus U  HMHULHAIBI
MCIIOJTHUTEJIS.

4. 1o Hayana COCTaBJICHHS TEKCTa
KOH(HICHIIMATIHHOTO JIOKyMEHTA MTPOBOIUTCS
orepanusi:

a) perucTpanuy KoH(OUICHIIMAIbHOTO
JIOKYMEHTA;

0) perucTpainu HOCUTENS
KOH(UIEHIMATBbHON HHpOopMaLny;

B) PETUCTpALlMU TTaKeTa MOCTYIUBIIETO
JIOKYMEHTA;

I') COTJIacOBaHUE TEKCTa
KOH(UICHIIMATBFHOTO IOKYMEHTA.

5. Ecniu koHQUACHINATbHBINA JOKYMEHT
MeYaTaeTcs C YepPHOBUKA, Kakas HHPOpMAaIIHs
YKa3bIBA€TCs Ha IIEPBOM JIUCTE YEPHOBUKA?

a) KOJINYECTBO HEOOXOAMMBIX IK3EMILIIPOB
MPOEKTa JOKYMEHTA, KOJTUYECTBO JINCTOB
YepHOBUKA;

0) KOJIMYECTBO JIUCTOB YEPHOBUKA, (haMUIIHS
UCTIOJTHUTEIIS;

B) KOJTUYECTBO HEOOXOIUMBIX IK3EMILIIPOB
MPOEeKTa JOKYMEHTa, (PaMHIns UCTIONTHUTEIS,

T') KOJIMYECTBO HEOOXOIUMBIX IK3EMILISIPOB
MPOeKTa JOKYMEHTa, (paMUIIvs UCTIOTHUTES,
KOJIMYECTBO JIUCTOB YEPHOBUKA.

6. I'te nmpocTaBisercss yueTHbI HOMEp U
rpud KoH(UIEHITUAITBHOCTH Ha IPOEKTE
KOH(UIEHIINATBEHOTO TOKyMeHTa?

a) Ha KaXKJOM JINCTE KaXKI0r0 SK3EMILIApa
MPOEKTA JOKYMEHTA;

0) TOJIHLKO Ha TIEPBOM JIUCTE TPOCKTA
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JIOKYMEHTa B OIIPEJCIIEHHOM JJIsl 3TOT0 PEKBU3UTA
MeEcCTe;

B) Ha BCEX JINCTAaX MPOEKTa JOKYMEHTA B
JICBOM HIJKHEM YTITY JIMIIEBOW CTOPOHBI;

I') Ha BCEX JIMCTaxX MPOEKTa JOKyMEHTa B
IIPaBOM BEPXHEM YTy JIMLIEBOH CTOPOHHBI.

7. C xakoii oneparuu HaumHaeTcs paboTa ¢
MOCTYMUBIIMMHU B OPTaHU3AIHIO
KOH(HIEHIINATIbHBIMU JOKYMEHTaMU ?

a) y4eT IIaKeTOB IMOCTYNUBILINX
JIOKYMEHTOB;

0) yder HocuTenei nadopmanuu;

B) BBOJ] PETUCTPALIMOHHBIX JAaHHBIX B
ABTOMATH3UPOBAHHYIO HJIH TPATUIIHOHHYIO
CUCTEMY yUeTa;

I') IPOCTaBJIEHHUE Ha JOKYMEHTE Tpuda
KOH(HICHIIMATHHOCTH.

8. I'’ie mpocTaBiAIOTCS yueTHbIE HOMEpa Ha
TEKCTOBBIX JOKYMEHTaX BBIJICIIEHHOTO XpaHECHUS?

a) B BEpXHEM MPaBOM YTy 00JI0KKH;

0) B BEpXHEM JICBOM YTIIy OOJIOKKH;

B) B BEpXHEM JIEBOM YTJIy Ka)KJOI'0 JINCTa
JOKYMEHTa;

I') B HIDKHEM ITPaBOM YTy OOJI0XKKH.

9. I'te mpocTaBisieTcs y4eTHBIM HOMED,
HPHUCBOCHHBIM KOIMH KOH(PHIEHIINATIBLHOTO
JTIOKyMeHTa?

a) Ha MEPBOM JIUCTE KOIUH IOCEepeInHe
HUKHETO oIS ¢ Jo0aBieHreM abOopeBruaTyphl
rpuda KoH(UACHINAIBHOCTH;

0) Ha MEePBOM JIKCTE KOTTMHU B IPABOM
HIDKHEM YTy ¢ lo0aBjieHneM abOopeBUaTyphl
rpuda KoH(pUIEHIINAIBHOCTH;

B) Ha BCEX JINCTaX KOMUHU B MPABOM HI>KHEM
yriy ¢ no6aBiaeHrueM abOpeBuatypsl rpuda
KOH(HIEHIINATLHOCTH;

T') Ha BCEX JIMCTaX KOMUH MTOCEepPETUHE
HIDKHETO 1oJis ¢ 1o0aBieHrneM abopeBHaTyphl
rpuda KoHpUIECHITNATBHOCTH.

10. VkaxuTe MecTopacrnoioxeHue rpuda
OTPaHUYEHUS IOCTYIA K JOKYMEHTY.

a) B HW)KHEM JIEBOM YTy MEpBOro JIUCTa
JOKYMEHTA;

0) B BEpXHEM JIEBOM YIJy IEPBOrO JIUCTa
JOKYMEHTA;

B) B HIDKHEM IPaBOM YIIIy MEPBOTO JIUCTA
JIOKYMEHTA;

I') B BEpXHEM IPAaBOM YTy MEPBOIO JIUCTA
JIOKYMEHTA.
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I11. K xakoM JOKYMEHTE COJIEPKUTCS
uH(poOpMaIlUsg O TOPSIOK TMPUCBOCHUS U CHATHUS

rpuda OTpaHUYCHUS J0CTyIa K
KOH(UICHIIMATLHBIM JOKYMEHTaM?
a) MTOJIOYKEHHUE 0 ciyxoe

KOH(HICHIIMATIHHOTO JIeTIONPOU3BOJICTBA;

0) HHCTPYKIIUS O TOpsAaKe pabdoThl C
KOH(HICHIINATHLHBIMHU JOKYMEHTAMU;

B) IOJDKHOCTHBIE HHCTPYKLIMU PaOOTHHUKOB;

I') MepeyeHb (CIUCOK) BHIOB MH(POpPMALUHU
KOH(HIEHIIMATIBHOIO XapaKTepa.

12.  Kakume  gonojgHMTENbHBIE  Trpadbl
COJCpXKHUT  TabIMyHAs  4YacTb  HOMEHKJIATYpPbI
KOH(HICHIIMATBHBIX JeIT?

a) HOMeEP 10 MOPAIKY;

0) rpud KOH(DHUICHIIMAIBHOCTH JICIIa;

B) BUA UMHPOPMAalUU  OrPAaHUYEHHOIO
JIOCTYIIA, COZIepIKalLEiCs B JIee;

r) HauMeHOBaHUE MOJIpa3/IeIICHU,
KOTOPOMY IPEA0CTaBIIAETCS JIEN0;

J) OTMETKH O JBM)KEHUU Jieia (apXUBHBIM
mudp, HOMEp M Jara akra 00 YHMUYTOXEHUH,
OTMETKH 00 OTIpPaBIECHUHN);

€) KOJIM4ECTBO JINCTOB B JIEJIE;

) CpPOK XpaHEHHs M HOMepa craTeil 1o

MIEPEYHIO;
3) nepuoa KOHPUACHIIUATHHOCTH JIeTa.
13. Crnenuduueckoit COCTaBJIAIOLIEN

KOH(UICHIIMATIBHOTO JIeNa SBISETCS:

a) BHYTPEHHSsI OIIUCh IOKYMEHTOB;

0) CHUCOK COTPYIHUKOB, AOMYIICHHBIX K
AcIy,

B) 3aBEpUTENIbHAS HAAMKCH JIEIIa;

I') CHMCOK OTBETCTBEHHBIX MCIIOJHUTEICH.

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

a) KapTOUYKe ydeTa BblayH Jiena;

0) KapTOuKe y4yeTa pa3pelieHui;

B) KapTOYKe y4yeTa BblJJaul JOKYMEHTOB;

') BHyTpEHHEH OnucH Jiena.

15. Kakum gokymeHToM odopmisercs
nporenypa YHUYTOXKEHUS  KOH(UICHIIMATIbHBIX
JIOKYMEHTOB, JIe]1 U HocuTeseil nupopmanuu?

a) CBUJIETEILCTBOM 00 YHUUTOXKEHUH;

0) cripaBKO¥ 00 YHHUUTOXXCHUH;

B) MPOTOKOJIOM O XOJI€ YHUUTOXKECHUS;

') aKTOM 00 YHHUUYTOXCHHH.

16. KakoBa nepuogM4HOCTb IPOBEIECHUS
IPOBEPOK HAJIMYUS KOH(DUIEHIIMAIBHBIX
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JIOKYMEHTOB?

a) HE peke OJJTHOTO pa3a B MOJII0/1a;

0) He peke OJTHOTO pa3a B TOJI;

B) HE peXe OJIHOTO pas3a B TPH rojia;

T') HE peXe OJJTHOTO pa3a B IATh JIET.

17. B KakoM JOKYMEHTE OTPa’KaroTCs
pe3yNbTaThl IPOU3BEACHHBIX TPOBEPOK
MPABHJILHOCTH MPOCTABIICHHS OTMETOK O
PErucTpaly U ABMKEHUU KOHPUACHIINATBHBIX
JIOKYMEHTOB, JIeJ1, HOCUTENEH 1 UX (aKTUIECKOTO
HaJIn4us?

a) B aKTe;

0) B MPOTOKOJIC;

B) B pELICHUY;

T') B IIPUKa3e.

YmeTh

pacro3HaBaTh

s dexTuBHOE
pUMEHEHHE B
npodeccnoHaTBEHOM
IEATeILHOCTH METO/I0B
3alUThl UHPOPMAIIUU OT
Hed(PPEeKTUBHOTO

1. CopoektupoBaTh (CMOJECIUPOBATh) KPYIHYIO
OpraHu3aIfio, OMPENeIuTh cdepy AeATeILHOCTH,
pelaeMble 3a1auu.

2. PazpaboraTh  CTPYKTypy  OpraHu3allud |
nokasatb Mecto ciyx0s1 IOY B naHHOi cTpyKType
(Mogenn).

3. IlpeacraButh  CBOW  BapHaHT  CTPYKTYPHOMH
opranmzaiuun  cayx6sr  JIOY  (pa3paborath
CTPYKTYpY ciyx0b1 JIOY).

4. Onpenenuth GYHKIMHA MOAPA3IACICHUN CITY>KObI
JOYV.

5. OnpenenuTh NOHKHOCTHON U YHCIIEHHBIN COCTaB
pabotHukoB cayx0el  JIOY  (anms  kaxzgoro
Mo/Ipa3ieyICHuUs ).

6. OnpenenuTs J0KaJIbHbIE HOPMAaTUBHBIE AKThI, HA
KOTOPBIX OCHOBBIBAETCS OpraHU3aIs pabOThI
cyx0b1 JIOVY.

BraneTs

MIPAaKTHYECKUMU
HAaBBIKAMU 3aLUTHI
nH(pOpMaLIUY U HaBBIKAMH
UX UCIOJIb30BaHUS

3ananne «Komniexc mep no sawume
KOHQuoenyuanvrou ungopmayuu. Cmpykmypuas
opeanu3ayus KOHQPUOEHYUAIbHO2O
0e10npouU3800Cmear:

1. CipoekTupoBaTh (CMOACIUPOBATH) KPYITHYIO
OpTraHMU3aIHIo, ONPENCTUTh cepy AeATEILHOCTH U
pelraeMble 3a/1a4u.

2. IlpencTaBUTh CBOM BapHaHT CTPYKTYpHOU
OpraHu3aIy CIIy>KObI KOH()HICHIIMATIBHOTO
JIEIIONPOU3BOICTBA (pa3paboTaTh CTPYKTYPY
OpTaHM3aINH U ITOKa3aTh MECTO CITYKObI
KOH(UICHIIMATBFHOTO JISTOMPOU3BO/ICTBA B TAHHOM
cTpykType). Onncath CTEIICHb CAMOCTOSATEITBHOCTH
CITyObI KOHPHUICHIINATHHOTO AEIONPON3BOICTBA,
ee MOAYNHEHHOCTb.

3. OnpenenuTth TOKHOCTHOM M YMCIIEHHBIN COCTaB
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PaOOTHHUKOB CITYKObl KOH(PUACHIIMAITBHOTO
JIeTIOTIPOU3BO/ICTBA, C IEPEUUCICHUEM
JOJIKHOCTHBIX 00S3aHHOCTEH M0 Ka)10i
JOJKHOCTH.

4. OnpenenuTh HOPMATUBHBIE aKThI, B TOM YHCIIE
JIOKaJIbHBIE, HA KOTOPHIX OCHOBBIBAETCS
opraHu3arys padboThl CIyKOBI
KOH(HICHIIMATILHOTO ICTIONPOU3BOJICTBA).

5. Onpenenutsb copeprkaHue nepeyHs (Crnucka)
BUI0B HH(POPMALIMU KOH(DUICHINAIBHOTO
XapakTepa JiJIsl CIIPOSKTUPOBAHHOM OpraHU3aIiu.
[Tepeuenb opopMUTE B BHJIE TAOIHUIIBL.

6. Onpenenutsb copep kaHue nepeyHs (Crnucka)
JOKYMEHTOB, COJIEpKAIIUX HH(POPMAIIHIO
KOH(UICHIIMATFHOTO XapaKTepa s
CIPOEKTUPOBAHHOM opranuzauuu. [lepeyenn
0hOpMHTH B BUJIE TAOJIHUIIBI.

7. OnpenenuTth CUCOK paOOTHUKOB OpraHU3aIUH,
MMEIOIIUX MPAaBO JOCTYIA K KOH(PHUICHIIHATHHBIM
JIOKYMEHTaM.

8. CocraButh u opopmuTth [lomoxkeHue o ciryxoe
KOH(UICHIIMAIBHOTO JIeTIOMPOU3BOJICTBA.

ITK-20 cmocoOHOCThIO UCIIOIB30BATh IIpaBHJIa OpraHnu3aliu BCCX OTAIIOB p8.6OTLI C
JOKYMCHTAMH, B TOM YHUCJIC apXWUBHBIMH JOKYMCHTAMU

3HaTh

OCHOBHBIE ONIPEACIICHUS U
MMOHSATHS, OCHOBHBIE
METO/IBI MCCIICJOBAHMIA,
ONIPEACIICHUS ITPOLECCOB
OpraHu3alyu BCEX ATAIOB
paboThI ¢ JOKYMEHTaMH, B
TOM YHCJI€ aPXUBHBIMU
JOKYMEHTaMU;

1. U3yunTs cneayromue HOpMaTUBHBIE JOKYMEHTHI:
. 3axoH o1 21 nrona 1993 r. Ne 5485-1 «O
rOCyIapCTBEHHOW TaHEY;

. VYka3 IIpesunenra Poccurickon @enepauyun
ot 11 deBpans 2006 r. Ne 90 «O nepeune
CBEJICHM, OTHECEHHBIX K FOCY1apCTBEHHON
TalHEY;

. ®enepanbHblil 3ak0H OT 27 utonst 2006 r. Ne
152-®3 «O nepcoHaIbHBIX JaHHBIXY;
. ®denepanbHblil 3akoH OT 29 utonst 2004 r. Ne

98-®3 «O komMMepUecKoil TaifHe».

PaccMoTpeTh OCHOBHBIC TTOHSTHS, UCTIOIH3YEMBIC B
HOPMAaTHBHBIX JOKYMEHTaX; MOJHOMOYHUS OPTaHOB
TOCYJaPCTBEHHOM BIACTH M IOJDKHOCTHBIX JIUIT B
0o0nacTv OTHECEHUS CBEJIEHUI K TOCYIapCTBEHHOM
TaHE W WX 3aIUTHI;, IEPEUYCHb CBEJICHUM,
COCTABJISIIOLUX TOCY/IapCTBEHHYIO TAlHY;
PEKBU3UTHI HOCUTENEH CBEICHUM, COCTABIISIOLINX
rOCYJapCTBEHHYIO TaliHY; IPUHIIUIIBI U YCIOBUS
00paboTKH NePCOHANIbHBIX JaHHBIX; TpaBa
CyOBEeKTa MepCOHANBHBIX JAHHBIX; 00sI3aHHOCTH
orieparopa npu cOope MepCOHATbHBIX TaHHBIX;
0COOCHHOCTH TMPE0CTaBICHUS HHPOPMAIIHH,
COCTaBJISIIOILIE KOMMEPUYECKYIO TaliHY.

VYkazarb NMCbMEHHO Ha3HAYCHHE KAXI0ro U3




CTpyKTypHBII

[Inanupyemble
JJIEMEHT OneHouHble CpeICTBA
xommerermy | PEYIBTATEL o0y4yeHHs
yKa3aHHbIX HOPMAaTUBHBIX JIOKYMEHTOB.

Ymerb IPUMEHSATH NTpaBHUiIa 1. CopoektupoBaTh (CMOJEIUPOBaTb) KPYIHYIO
OpraHU3aIlMH BCEX ATANOB | OPraHU3aINI0, ONPEACIUTh cepy HesATeNbHOCTH,
paloThI ¢ JOKYMEHTaMH, B | pelaeMble 3a/1auH.

TOM YHCJI€ APXUBHBIMHU 2. PazpabotaTh  CTPYKTypy  OpraHu3alud |

JIOKYMEHTaMU B MmokaszaTh MecTo ciryx0bl JIOY B maHHON CTPYKTYype

npodeccuOHaTBLHON (Mozenp).

NesTeNbHOCTH; 3. IlpeacraButh  CBOW  BapHaHT  CTPYKTYPHOH

UCIOJIb30BATh X HA opranmzaiun  cayxos  JIOY  (paszpaborath

MEXTUCIUITIIMHAPHOM CTPYKTYpY ciyx0b1 JIOY).

YpOBHE; IpUOOpETaTh 4. Onpenenuth (HYHKIMNA TOAPA3ICICHUH CITY>KOBI

3HaHUS B 00J1aCTH JOV.

HCIOJIb30BaHUs ITPaBUII 5. OnpenenuTs JOHKHOCTHOW M YUCICHHBINA COCTaB

OpraHu3allM BCEX ITANoB | paboTHUKOB  ciyx0bl  JJOY (w1 kaxmoro

paboTHI C IOKYMEHTAMH, B | TIOpa3aCICHUS).

TOM YHCJIE apXUBHBIMU 6. Onpenenuth JIOKaJlbHbIE HOPMAaTUBHBIE AKThI, HA

JTOKYMEHTaMH, KOTOPBIX OCHOBBIBACTCS OpraHu3anusi paboThI
cayx6s1 JIOVY.

Brnaners [IPAKTUYECKUMU 3aganue «Y4er KOHQUIEHIIMATbHbBIX JOKYMEHTOBY:
HaBbIKaMU, crioco0amMu 1. OdopmMuTh OCHOBHBIE y4YeTHBIE  (POPMBI
OLIEHUBAHMsI 3HAYMMOCTH | KOHQUICHIIMATIbHBIX JOKYMEHTOB, BCTPEUAIOIIUECS
Y TIPAKTHYECKOM Ha BCEX CTausIX KOH(HIECHIINATHLHOTO
MIPUTOJJHOCTH, JIOKYMEHTO0000pOTa, U3 CIEIYIOLIEro CIUCKA:
OCHOBHBIMHM METOJaMU 1) xypHain (xapTouka) ydera W3/1aHHBIX
peleHus 3a/1a4 B 001acTH | KOH(UACHIMAIBHBIX pacropsauTeIbHbIX

HCIIOJIb30BAHM IMPABUJT
OpraHU3allK BCEX ITAloB
paboTHI ¢ JOKYMEHTaMH, B
TOM YHCJI€ apXUBHBIMU
JIOKYMEHTaMU;

JIOKyMEHTOB M TIPOTOKOJIOB (TIO Ka)XJIOMy BHIY
OTJIENBHO);
2) J)KypHaJl y4eTa U3JaHHbIX KOH(HICHIINATbHBIX

JIOKYMEHTOB;
3) peecTp  ydera  BpPEMEHHO  IepelaBaeMbIX
KOH(HIEHIINATIbHBIX JOKYMEHTOB;

4) xypHa yueTa HOCTYMUBIINX

KOH(UACHIIMATBHBIX JOKYMEHTOB;

5) xypHas y4era KOH(PHICHINAIBHBIX JTOKYMEHTOB
BBIJICJICHHOTO XPaHCHHUS;

6) kapTouka y4era BbIJa4d KOH(PHICHINAIEHOTO
JIOKyMEHTa (Z1e71a);

7) *KypHal yueTa
KOH(UACHIIMATBHBIX JOKYMEHTOB,;
8) mrramn pa3pernieHns Ha KOMPOBaHUE
KOH(DUACHIIMATBHBIX JOKYMEHTOB,;

KOIMUPOBAHUA

9) kaprouka KOHTPOJIA HCIIOIHEHUSA
KOH(HICHIINAIBHOTO IOKYMEHTA.
2. CocTaBUTh u oopMHTH JIOKYMEHTHI,

cojepxaniie KOH(UIESHIIUATBbHYIO HWH(}OpMaIuio,
MOJJIeXKANIE KOMUPOBAHUIO, C YKAa3aHUEM BCEX
HEOOXOJUMBIX PEKBU3UTOB U OTMETOK, HAHOCHMBIX
Ha OJOKYMCHT B HNPOHCCCC M3TOTOBJICHUA KOHI/II>’I, )41




CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemble
pe3yNbTaThl 00Y4YCHUS

OneHouHble CpeICTBA

CaM{ SK3EeMIUIAPbl KOMHUM DJTHX JOKYMEHTOB, C
YKa3aHHEeM BCEX HEOOXOAMMBIX PEKBH3UTOB U
OTMETOK.

KonduneHmnuansueie JOKyMEHTHI OQOPMUTH st
CJICIYIONINX BUIOB KOITUPOBAHUS:

1) u3rotoBiieHHE JIOMOJIHUTEIBHBIX 3K3EMIUIIPOB

(THpaKUpOBaHUE) KOH(PHUACHITMATBHBIX
JIOKYMEHTOB;
2) cHATHE KONMMA C  KOH(UICHIHUAIBHBIX
JIOKYMEHTOB;

3) mpOM3BOCTBO BBHIMUCOK M3 KOH(PHICHIIMAIBHBIX
JIOKYMEHTOB.

[1K-26 BnaseHneM HaBbIKaMU 00pabOTKH IOKYMEHTOB Ha BCEX ATalax JOKyMEHTO000poTa,
CHCTEMaTHU3alll1, COCTABJICHHUSI HOMEHKJIATYphI JeJl

3HaTh

OCHOBHBIC ONPE/ICIICHUS U
IIOHSATHSI, OCHOBHEIE
METO/IbI UCCIEI0BAHMIA,
OTIpeIeTICHUS TIPOIIECCOB
00pabOTKH JOKYMEHTOB
Ha BCEX dTamax
JTOKYMEHTO000pOTa,
CHCTEMATH3allHH,
COCTaBJICHUS
HOMEHKJIATYPHI JIeT;

N3yuuthb crnenyromniyie HOPMAaTUBHBIE IOKYMEHTBHI:

. 3axoH ot 21 urons 1993 r. Ne 5485-1 «O
roCy/1IapCTBEHHOH TailHe»;

. Vka3 [Ipesunenra Poccuniickoit ®enepanuun
ot 11 deBpamns 2006 r. Ne 90 «O nepeune
CBEJICHN, OTHECEHHBIX K I'OCYJapCTBEHHON
TalHEe»;

. ®enepanbHblil 3aK0oH oT 27 urosg 2006 r. Ne
152-®3 «O nepcoHaIbHBIX TaHHBIXY;

. ®denepanbHblil 3akoH OT 29 utonst 2004 r. Ne
98-®3 «O komMMepuecKoil TaifHe».

PaccMoTpeTh OCHOBHBIE TOHSTHSI, UCIIOJIB3YEMBIE B
HOPMAaTUBHBIX JOKYMEHTAX; TOJIHOMOYHS OPTaHOB
roCy/1apCTBEHHOW BJIACTH U JOJKHOCTHBIX JIUI B
00J1aCTH OTHECEHUS CBEICHUI K TOCYIapCTBEHHOM
TaHE W WX 3aIIUTHI;, IEPEUYCHb CBEJICHUM,
COCTaBJISAIOIIUX FOCYAAPCTBEHHYIO TaliHY;
PEKBU3UTHI HOCUTENEN CBEICHUM, COCTABIIAIOIINX
roCy/apCTBEHHYIO TallHYy; MPUHIUIIBI U YCIOBUS
00pabOTKM NEPCOHANBHBIX JIaHHBIX; IIpaBa
CcyOBbeKTa MepCOHATBHBIX JAHHBIX; 00SI3aHHOCTH
oreparopa Inpu cOope nepcoHalbHbIX JaHHbIX;
0COOEHHOCTH MpeOCTaBICHUS HHPOPMAIIHIH,
COCTaBJIAIOLIEN KOMMEPYECKYIO TaliHy.

Vka3aTb NUCPMEHHO Ha3HAuY€HHE KaXJOro U3
YKa3aHHBIX HOPMaTUBHBIX TJOKYMEHTOB

YmMmern

OOBSICHATH (BBISBIATH U
CTPOUTH) TUITUYHbBIE
MoJIesIi 00paboTKH
JTOKYMEHTOB Ha BCEX
JTanax
JIOKYMEHTO000pOTa,
cHCcTeMaTHU3alluy,
COCTaBJICHUSI

4. Beimummire TEpMHHBI W ONpEACICHHS,
OIMUCHIBAIOIIME MPOIECC BJIAJACHUS HaBBIKAMHU
00pabOTKM  JOKYMEHTOB Ha  BCeX  JTamax
JOKYMEHTOO00POTa, CUCTEMATH3aI[UH, COCTABIICHUS
HOMEHKJIATYpHI Jiel. JlaTh CpaBHUTENIbHBIA aHAIH3
MOHSATUH.

S. IIpoananusupyiire HOPMaTUBHBIC
TpeOOBaHUsI K OpPTraHM3aIllMU TIPOIecca BIIAJACHUS




CTpyKTypHBII

[Inanupyemble
JJIEMEHT OneHouHble CpeICTBA
pe3yNbTaThl 00Y4YCHUS

KOMIIETEHIINH
HOMEHKJIATYphbI JeT; HaBbIKAMU 00pabOTKU JTOKYMEHTOB Ha BCEX dTalax
KOPPEKTHO BBIpaXXaTb U JIOKyMEHTO000pOTa, CUCTEMATU3ALIMH, COCTABIICHUS
apryMEHTHPOBAaHHO HOMEHKJIaTyphl Jell.
00OCHOBBIBATh 6. IIpoananmsupyiite HOPMAaTHUBHBIC
M0JIOKEHUs 00pabOTKH TpeOOBaHUS K OpraHM3allMM IpolLecca BIAJAECHUs
JJOKYMEHTOB Ha BCEX HaBBIKAMU O00paOOTKU JTOKYMEHTOB Ha BCEX dTarax
JTanax JIOKYMEHTO000pOTa, CUCTEMAaTU3allUH, COCTABICHUS
JTOKYMEHTO000pOTa, HOMEHKJIATyphI JIEI.
cucTeMaTHU3alluy,
COCTaBJICHUS
HOMEHKJIATYpBbI JIeJ1;

Brnaners MeTOoAaMu 00pabOTKU

JIOKYMEHTOB Ha BCEX
JTanax
JOKYMEHT0000pOTa,
CHCTEMaTH3alllH,
COCTaBIICHUS
HOMEHKJIATYPHI JIEIT;
croco6aMu OIIeHUBAHMUSI
3HaYMMOCTH U
MPAKTUYECKOMN
IIPUTOAHOCTH 00pabOTKU
JIOKYMEHTOB Ha BCEX
JTanax
JTOKYMEHT0000pOoTa,
CHCTEMaTH3allNH,
COCTaBJICHHS
HOMEHKJIATYPHI JIEIT;
OCHOBHBIMH METOJJaMU
penieHus 3a1a4y B 00JacTu
00pabOTKU TOKyMEHTOB
Ha BCEX dTarnax
JTOKYMEHT0000pOoTa,
CHCTEMaTH3allNH,
COCTaBJICHHS
HOMEHKJIATYPHI JIeTl.

3ananue «Homenknarypa gemn»:

1. CoctaBuTh 1 OPOPMUTH HOMEHKIIATYPY
KOH(HICHIIMATBHBIX JeJT IJIsI KOHKPETHOM
OpraHu3aLuy.

2. CoctaBUTh ¥ 0OPMHTH CIICAYIOIIHNE
JIOKYMEHTBI U3 CITUCKA, HEOOXOAUMBIE Ha CTAAUU
oopMIICHHS U TIOATOTOBKU KOH()UACHIIMAIBHBIX
JIell K Tiepejiade Ha apXUBHOE XpaHEHUE U NPH
MIPOBEICHUH ITPOBEPOK HATUYHS
KOH(HICHIIMATBHBIX JeJl, JOKYMEHTOB M YUETHBIX
KYPHAJIOB:

1) cipaBka-3aMecTHTENb JOKYMEHTOB JIelia;

2) 00J10KKa KOH(DUACHIIMATBHOTO JIeNa;

3) BHYTpEHHSS OMUCH JOKYMEHTOB JIe71a;
4) xapTOYKa y4eTa BbIaud KOH(DUICHIIMATBHOTO
nena;

5) nmucT-3aBepuTeb JICNa;

6) aKT O BBIACICHHU K YHUUTOXKCHHIO
KOH(HICHIINATBHBIX JIe]T © JOKYMEHTOB;

7) aKT 0 mpOBepKe KOH(PUACHINATBHBIX JE,
JIOKYMEHTOB M YUETHBIX KYPHAIOB

JIIK-2 criocoOHOCTBIO OpUEHTHPOBATHCS B 3aKOHOIATENIbHONW M HOPMAaTHUBHO-METOANYECKON
6a3e HHPOPMAIIMOHHO-TOKYMEHTALIMOHHOTO 00ecIiedeH sl YIPaBIEeHUS U apXUBHOTO JieJia U
CMEXHBIX obJacTei

3HaTh

3aKOHOAATETBHYIO U
HOPMAaTHUBHO-
METOJINYECKYI0 0azy
MH(OPMALIOHHO-
JOKYMEHTAI[HOHHOT'O
o0ecrnieueHus yrnpaBiIeHUs
Y apXUBHOTO JIeN1a;
MPaBOBYIO 0a3y CMEXHBIX
obuacTeii B cdepe
KOH(PHACHIIMAIBHOTO

N3yuuTh crenyrone HOpMaTUBHBIE TOKYMEHTHI:

. 3akoH ot 21 urona 1993 r. Ne 5485-1 «O
rOCYIapCTBEHHOW TAHEY;

. Vkas3 [Ipesunenra Poccuiickoit @enepannn
ot 11 ¢espansg 2006 r. Ne 90 «O nepeune
CBEJICHN, OTHECEHHBIX K FOCYJapCTBEHHON
TalHe»;

. ®enepanbHbid 3aKk0H OT 27 uroist 2006 r. Ne
152-®3 «O nepcoHaTbHBIX JaHHBIX);
. ®denepanbHbii 3aK0H 0T 29 uronst 2004 . Ne




CTpyKTypHBII

[Inanupyemble
3JEMEHT OueHouHbIE CpEeACTBA
pe3yNbTaThl 00Y4YCHUS
KOMIIETEHIINH
JIEJIONPOU3BOJICTBA 98-d3 «O KoMMepUYECKOM TalHe».
PaccMoTpeTh OCHOBHBIE MTOHSTHS, UCIIOJIB3YEMbBIE B
HOPMAaTUBHBIX JOKYMEHTaX; MOJIHOMOYHS OPTaHOB
rOCYJapCTBEHHOM BIACTH U IOJXKHOCTHBIX JIUIL B
00JacTi OTHECEHHUS CBEJCHUI K TOCYAapCTBEHHOM
TaHE W WX 3aLUTHL;, [IEPEUYCHb CBEJICHU,
COCTaBIISIIOLIUX FOCYAAPCTBEHHYIO TaliHY;
PEKBU3UTHI HOCUTEJIEH CBEICHUM, COCTABIISIOLINX
rOCyJIapCTBEHHYIO TaliHY; PUHIIMUIIBI U YCIOBUS
00paboOTKH IEPCOHATBHBIX JTaHHBIX; MPaBa
CyOBbeKTa MepCOHANBHBIX JAHHBIX; 00SI3aHHOCTH
oreparopa npu cOope MepcoHANbHBIX TaHHbIX;
0COOCHHOCTH Mpe0CTaBICHHUS HHPOPMAIIHH,
COCTaBIISIIOILE KOMMEPUYECKYIO TaliHy.
Yka3arh NMCbMEHHO Ha3HAYEHUE KaXKIOTO U3
YKa3aHHBIX HOPMATUBHBIX JOKYMEHTOB
YmeThb MIPUMEHSITh U 1. CnopoekTupoBath (CMOJEIHPOBATH) KPYIHYIO
OTIepUpPOBATH OpraHu3aIio, ONPENeIUTh cdepy AeATEIHHOCTH,
3aKOHOJATENHLHOU U peliaeMble 3a/1a4u.
HOPMAaTHBHO- 2. PazpaboraTh  CTpPYKTypy  OpraHm3aliil |
METOINYeCcKOoi 0a3oit nokasatb Mecto ciyk0bl [IOY B gaHHO# CTpyKTYype
JTOKYMEHTAI[MOHHOTO (Mogenn).
obecnieuenus ynpasieHus |3. [IpeacraBute CBOW  BapuaHT  CTPYKTYpPHOU
Y apXHUBHOTO JIeTIa, a opranmzaruu  ciayx6sr  JIOY  (pa3zpaborathb
TaKKe CMEKHBIX CTPYKTYpy ciyk0b1 IOVY).
oOnacreili B cepe 4. Onpenenuth PYHKIMU TOJpa3fesieHul CIyKObl
KOH(HIEHIIMATBHOT O JOVY.
JIeJIONPOU3BOICTBA 5. OnpenenuTh NOHKHOCTHON U YHCIIEHHBIN COCTaB
pabotHukoB  ciayxOel  JIOY  (ans  kaxzgoro
Mo/Ipa3ieyICHuUs ).
6. OnpenenuTh JOKaIbHbIE HOPMAaTHUBHBIE aKThI, HA
KOTOPBIX OCHOBBIBAETCSI OpPraHu3aIus paboThl
cyx0b1 JIOVY.
Bnagets crocobamu onienuBanust | Ilpumepnoie éonpocut K 3auemy

3HaYMMOCTHU U
MIPaKTHYECKON
MIPUTOTHOCTH
WCTIOJIh30BAHUS
3aKOHOJIATEIIbHON U
HOPMAaTHUBHO-
MeToAnYecKor 6a30i
MH(OPMALIOHHO-
JOKYMEHTAI[HOHHOT'O

o0ecrnieueHus yrnpaBiIeHUs

Y apXUBHOTO Jiefia U
CMEKHBIX 00JacTel B
chepe
KOH(HUACHIIMAIBHOTO
JIEIIONPOU3BOICTBA

1. [TonsiTHE KOHUACHIIUATEHOTO
JIeITOTIPOU3BOJICTBA.

2. [Tpu3Haku KOH(PHUAESHIINATIHLHOTO
JIeITOTIPOU3BO/ICTBA.

3. CooTHoleHne KOH(GUIEHIIUAIBHOTO U
OTKPBITOTO JIEJIOTIPOU3BOICTBA.

4, OobmenocrynHas nHGopManus u
UHpOpMAIHS OTPAaHUIEHHOTO JIOCTYIIA.

5. CooTtHorienue nHpopMalu

OrPaHMYCHHOTO JIOCTYIA C TOCYIAPCTBEHHON
TalHOMU.

6. Knaccudukanus cBeneHmii
KOH(UACHIIMATBHOTO XapaKTepa 0 OCHOBAHUSIM,
IPETyCMOTPEHHBIM JEHCTBYIOIINM
3aKOHO/IaTEIILCTBOM.




CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyemble
pe3yNbTaThl 00Y4YCHUS

OneHouHble CpeICTBA

7. CBeieHus, COCTaBIISIONINE CITYKEOHYIO
TalHYy.
8. [Topsinok oOpateHus ¢ TOKyMEHTaMU,

COJICPKALMH CITY)KeOHYI0 HH(POPMALIHIO
OTPaHUYCHHOTO PACIIPOCTPAHCHUSI.

9. CBeneHus1, KOTOpbIE HE MOTYT OTHOCHTBCS K
ciyxebHnoi taitae. I'pud «/ns cimyxedHOTO
MIOJIb30BAHHUS.

10. CBeieHHs, COCTaBIIAIONINE KOMMEPUECKYO
TalHY.

11. Meponpusitusi, HalpaBlIeHHbIE Ha 3aLTUTY
KOMMEPYECKOU TAHBI.

12. ITepconasibHBIC JaHHBIC (CBEICHUS O
rpaxkaanax). CocTaB mepCcoHaIbHBIX JaHHBIX.

13. Kiaccudukanms nepcoHanbHbIX JaHHBIX.
14, [Tonyuenue u 00paboTKa MEePCOHATBHBIX

naHHBIX. OCHOBHBIC TpeOOBaHUS Mpu 00paboTKe
NIEPCOHABHBIX JAHHBIX.

15. Ilepenaya nepcoHanbHBIX TAHHBIX.
OnpezaeneHue Kpyra Jiil, UMEIOLUX IPaBo
JOCTYTIA K TIEPCOHAIBHBIM JaHHBIM.

16.  Csenenus, cocTaBisoLUe TalHY CIEACTBUSA
U CyJOIIPOU3BOICTBA.
17. CBezieHus, CBsI3aHHbIE € IPO(ECCUOHATBHOM

JIeATeTLHOCTRIO (BpaueOHasi, HOTapuaibHas,
a/IBOKaTCKas TaifHa, TailHa MepenucKH,
Tese()OHHBIX TIEPETOBOPOB, TIOYTOBBIX
OTIIpaBJICHUH, TeaerpadHbIX WIN HHBIX
COOOIIIEHUT).

18. CBeneHus 0 CyITHOCTU U300peTEHUS,
MOJIE3HON MOJIETTN MJTH MTPOMBIIIIIEHHOTO 00pasia
710 opunManbHOM MyOnrUKauuu HHPOPMALIUU O HUX.
19. BapunaHTBI CTpyKTYpHOM OpraHu3anuu
KOH(HIEHIIMATIBHOT O I€TONPOU3BOJICTBA.

20. 3anaun u QyHKUIMH, TpaBa U
OTBETCTBEHHOCTb CIIY>KOBbI KOH(PHIEHIIMATHHOTO
JIeITOTIPOU3BO/ICTBA.

21.  JlokanpHble HOPMAaTUBHBIE AKTHI,
yCTaHaBJIMBAIOIIHE MOPSIOK PaOOTHI C
KOH(HICHIIMATbHBIMH JOKYMEHTAMHU.

22. Pexum coxpanHOCTH KOH(UICHIIMATBHBIX
JTIOKYMEHTOB.

23. Haznauenwne u BuabI yuera
KOH(HICHIINATIBHBIX JJOKYMEHTOB.

24. VYyet HOCHUTENEH KOH(DHUICHIIMATIBHON
uHpOpMaLUH.

JITK-6 cnocoOHOCTBIO OpraHu30BaTh PabOTy ¢ JOKYMEHTaMH, COJIEPKAIIUMH HH(POPMAITHIO
OTpaHUYCHHOI'0 JOCTYyIIa




CTpyKTypHBII

[Inanupyemble
JJIEMEHT OneHouHble CpeICTBA
pe3yNbTaThl 00Y4YCHUS
KOMIIETEHIINH
3HaTh obwenpodeccuonanbuble | Tecmot 011 camonposepku:

TEOPETHYCCKUE U
METOIUYECKHE OCHOBBI
paboThI ¢ JOKYMEHTaMH,
cozieprKalMu
uHpOpMAIINIO
OTPaHUYEHHOTO T0CTyIa

1. Kakoil JOKyMEHT OmpenessieT MepeyeHb
CBEJICHUW,  COCTABJISIIOLIMX  TOCYJAapCTBEHHYIO
Tainy?

a) Ilocranosnenue IlpaButenbctBa PD ot
11.02.2008 Ne 138 «O mepeuHe CBENEHUH,
OTHECEHHBIX K TOCYJJapCTBEHHOM TallHE»;

0) Vka3 IIpesunenra PO ot 30.11.1995 Ne
1203 «O0 yTBepKICHHHM TIepeYHS CBEIACHHM,
OTHECEHHBIX K I'OCYJapCTBEHHOMN TalHE;

B) IlocranoBnenne IIpaButensctBa PD ot
23.11.1996 Ne 18 «OO yTBepKIEHUH IEpeyHs
CBEJICHUW,  COCTABJISIIOLIMX  TOCYJAapPCTBEHHYIO
TalHYy»;

r) Yka3 Ilpesunenta P® ot 11.02.2006 Neo
90 «O nmepedyHe CBEIECHUM, OTHECEHHBIX K
rOCyJ1IapCTBEHHOM TaliHEM.

2. Kakue CBEJICHUSA COCTAaBJISIFOT
roCyJ1lapCTBEHHYIO TaiiHy?

a) CBelIeHUs B 00JIaCTU YIKOHOMUKH, HAYKH U
TEXHUKH,

0) cBeJleHHsI B BOCHHOM 00J1acTH;

B) CBEICHMUS B obnactu
BHYTPUIKOHOMHUYECKOI JeSITebHOCTH
rOCyAapcTBa;

I') CBeJICHUs B 00JacTU pa3BeAbIBaTEIbHOMH,
KOHTppPa3BeIbIBATEIbHOU U OIlepaTUBHO-

PO3BICKHOM JEATENbHOCTH;

1) CBeJIeHUsI B 00JIaCTH HAayKu, U300peTeHni
U TIOJIE3HBIX 00pa3llOB TEXHUKH;

€) CBEJICHUs B 00JIACTH BHEUTHEH MOIUTHKH
Y SKOHOMUKH;

3. Kak ®enepanbnblii 3akoH ot 27.07.2006
Ne 149-®3 «O6 unbpopmanuu, HHPOPMALMOHHBIX
TEXHOJIOTUSIX M O  3am|Te  HHQOpPMAIUN»
omnpenenser  MOHATHE  «KOH(HIAESHIHAIBHOCTb
uH(popManun»?

a)  o0s3arenbHOE IS COOJIFOACHUS
OlepaTopoM WM HWHBIM JIAIIOM, TOJYYHBIIUM
JOCTYN K WH(popMaluu, TpeboBaHHE HE JAONMYCKaTh
ee pacmpocTpaHeHus 0e3 cormacus CyObeKTa WIn
HAJINYMSI UHOTO 3aKOHHOT'O OCHOBAHUS;

0) O3HAKOMJICHHWE OIpPENENEHHBIX JHUI[ C
KOH(pHIEHIIMATbHONH HMHpOpMaLueil, TOJIBKO C
coryiacusi ee o0JiafaTeNss Wi Ha WHOM 3aKOHHOM

OCHOBaHUU npu YCIIOBHUH COXpaHECHHUS
KOH(PHICHIIMAIBHOCTH 3TOW HHPOPMAIINH,
B) IIPAaBOBLIE, OpraHu3alMOHHBIE,

TEXHUYCCKHUEC W HMHBIC IMPUHHUMACMBIC O6J'Ia,Z[aTCJ'IeM
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nH(OpPMaLIUU MEPHI 110 €€ OXPaHe;

r) 00s3aTeNbHOE JJIs1 BBIOJIHEHUS JIUIIOM,
MOJIYYUBIIUM JOCTYT K oTpeeNIeHHOM
uHpopmanuu, TpeOoBaHHE HE MEpPeAaBaTh TaKYIO
nH(pOpMaLIMIO TPEThUM JHIAM 0e3 corjacus ee
oOnanarens.

4, Kakoli JOKYMEHT OIpeaensieT BUIbI
KoH(pUIeHIHATEHOW nHOopMarmn?

a) Ilocranosnenue IlpaButensctBa PD ot
11.02.1997 Ne 118 «OO0O yTBepKIE€HUU BHJIOB
KOH(pHICHIMAIIBHON HH(DOpMaIUn»,

0) Yka3 IIpesunenta PO ot 06.03.1997 Ne
188 «O6 yrBepxknenun Ilepeunss cBeneHuit
KOH(UICHIIMAILHOTO XapaKTepay,

B) IlocranoBnenue IlpaButensctBa PD ot
11.02.2006 «O6 yrBepxaeuuu Ilepeuns cpeneHuit
KOH(UICHIIMAILHOTO XapaKTepay,

r) Yka3 Ilpesunenta PO ot 23.11.2006 «O
BHJIaX uHpOpMAITUU KOH(pHIEHIIHAIBHOTO
XapakTepay.

5. Kakags  cocraBmsomas — OTIMYaeT
KOH(UICHIIMATBEHOE JIEJIONIPOU3BOJICTBO oT
OTKPBITOTO JIEJIOTPON3BOICTBA?

a) 3almTa coJieprkanieics B
KOH(HUICHIIMAIBHBIX JIOKYMEHTax WH(OpMaIuu;

0) JOKYMEHTHpOBaHUE KOH(DUICHIHATBHOMI
uH(popMaLnu;

B) OpraHu3anus paboThI c
KOH(UICHIIMATEHBIME IOKYMEHTAMHU;

r) perucTpanus KOH(UIEHITNATEHBIX
JOKYMCHTOB.

6. Kakme HOpPMaTUBHBIE  JIOKYMEHTHI
YCTAaHABIMBAIOT  €IUHBIA  MOPSJIOK  CO3JAHUA,
00paboTKH, XpaHEHUs u MCIIONIb30BaHUS
KOH(HICHIIMAIBHBIX JTOKYMEHTOB B OpPTaHU3aIiN?

a) CIMCOK  pabOTHUKOB  OpTaHU3AIlNH,
MMEIOIINX TPaBO JOCTyMa K KOH(MUIEHIIMATHLHBIM
JIOKyMEHTaM;

0) nepeyeHb HEPETUCTPUPYEMBIX
JIOKYMEHTOB;

B) MHCTPYKIUS O TOpsAKe paboTel ¢
KOH(UICHIIMATEHBIMHA JOKYMEHTAMU;

I) TepedyeHb JOKYMEHTOB, COJEpKalluX
uH(pOopMaIKio KOH(DUISHIINATEHOTO XapaKTepa;

1) UHCTPYKIIUS T10 JI€JI0NPOU3BOJICTBY;

e) IepeveHb BUJIOB UHpOpMaLUn
KOH(UIEHIMABHOTO XapaKTepa;

K) TepeueHb YHH(PUUIUPOBAHHBIX (HopM
KOH(UJCHIIMAIBHBIX JOKYMEHTOB.



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
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7. B COOTBETCTBUU c KaKUMU
CHEeNHUATbHBIMHE JIOKYMEHTaMH JIEHCTBYET Ciryx0a
KOH(UICHIIMATBHOTO JIeTIONPOU3BOICTBA?

a) MOJIOKCHUE 0 ciyxoe
KOH(UICHIIMATILHOTO J1eT0MPOU3BO/ICTBA;

0) HHCTPYKIHMS O TOpsaKe paboTel ¢
KOH(UICHIIMATBHBIMA JOKYMEHTAMU;

B) JIOJKHOCTHBIE HHCTPYKIIMH PAOOTHUKOB,;

I) T1paBWia BHYTPEHHEro  TPYAOBOIO
pacriopsiaka.

8. T'’me MOMKHBI XpaHUTHCS 3alacHbIE
3K3EMILISIPBI KIIFOYEn oT MMOMEILICHU I
KOH(UICHIINATEHOTO JIeJIONPOU3BOICTBA,
pachamniHbIX METaNTHYeCKUX PEIIeTOK Ha OKHAaX,
cerihoB u mkadon?

a) B kabuHere y  PYKOBOAMTENS
OpraHu3aIumy,

0) B oOmne4yaTaHHBIX HOMEPHOH IeYaThio
NeHajaX WM KOHBEpTaXx  IOJpa3lesIeHUs
KOH(UICHIIMATBEHOTO  JIEJIONPOU3BOJCTBA WM B
ciryx0e 0e30IMacHOCTH.

B) B OINEYATAHHBIX MEHaJaX WM KOHBEpPTax
Ha BaxTe;

r) B celipe B Oyxranrepuu.

9. Kak odopmusercs paspeiieHue Ha
JOCTYIl K  MOCTYNMBIIUM MU HM3JaHHBIM
KOH(HUICHIIMAIBHBIM JJOKyMEHTaM?

a) Ha OOOpOTHOW CTOpOHE JOKyMEHTa B
BUJIC IITAMIIA;

6) B BHIE «OTMETKM O JOCTyle K
JOKYMEHTYY;

B) B BUJIE «TpH(a COrIacoBaHUI;

) B hopme pe30JItolIMY Ha TOKYMEHTE.

YmMmern

OCYILIECTBIIATh U
OpPraHHU30BBIBATH PadOTY
Ha npodeccuoHaIbHOM
YpOBHE C IOKYMEHTAMH,
CoJIeprKaIMMHU
nH(popMaLHIo
OTPaHUUYEHHOTO JOCTYyIa

ITnceMEHHO OTBETUTH HA CIIEAYIOIINE BOIPOCHI,
yKa3aB HaMMEHOBaHHE HOPMATHBHOI'O JJOKYMEHTA,
TOYHYIO (POPMYIHPOBKY, OATBEPIKIAIOIIYIO
BBICKa3bIBaHUE, HOMEP MTyHKTa U HOMEP CTaThH:

. PaccmaTpuBaercs I 4YelOBEK B KayeCTBE
HOCHTEIIS CBEJICHU, COCTABJISIFOLIUX
roCy/IapCTBEHHYIO TaliHy?

. Kakoii MAaKCUMaJIbHBIN CpOK
pacceKpeumBaHusl  CBEACHUH,  COCTaBJISIOLIMX
rOCYJapCTBEHHYIO TallHYy?

. Kak wyacro HeoOXOqUMMO TNepecMaTpuBaTh
NepeyHu CBEJICHUI, MTOJIEXKAITUX
3aCEKpEeYMBAHUIO?

. Kro HaJeleH IIPaBOM IIPOJUICHUS

TNCPBOHAYAJILHO YCTAHOBJICHHBIX CPOKOB
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3aceKpeyrBaHUs HOCUTENeH CBEJICHUI,
COCTABJISIIOLIUX TOCYIapCTBEHHYIO TalHY?

. B kakux ciy4asx HOCUTENIM CBEICHHI,
COCTaBJISIIOLIMX TOCYIAPCTBEHHYIO TailHy, MOTYT
OBITh pAacCceKpeyeHbl JI0 HCTEUYEHUS CPOKOB HX
3aceKpeunBaHus?

. Ha kakue oTHOLIEHHS HE pacpoOCTpaHseTCs
neiicteue denepanbHoro 3akoHa «O NepCcoOHAIbHBIX
JAHHBIX»?

. Ha OCHOBE KaKHX MIPUHLIUIIOB
OCYIIIECTBIISICTCS o0OpaboTka MEePCOHANBHBIX
TAHHBIX?

. B kakux crnydasx cBeleHUS O CYOBEKTe
MEPCOHAJIBHBIX JAHHBIX MOTYT OBITb B JIHO0OE
BpeMs UCKITIOYCHBI u3 00IIeTOCTYTHBIX
MCTOYHUKOB NEPCOHABHBIX JAaHHbBIX?

. Yro MIPEAIOJIararoT JNEUCTBUSA o
00e3TMYMBaHUIO IEPCOHAIBHBIX JaHHbBIX?

. Krto sBnsercs obnamarenem wHGOpMAINH,
COCTAaBJISIIOLLEH KOMMEPYECKYIO TaliHy?

. B kakux ciydasx u KoMy, oOiajnarenb
uH(pOpMALIMK,  COCTABISAIOMIEH  KOMMEPYECKYIO
TaliHy, 00513aH TPENOCTAaBUTh ATy HWH(OpMaIHio?
Kak 370 1omkHO OBITE 0pOpMIIEHO?

B kakux ciyuasx uHbOpMaIus, COCTaBIISIONIas
KOMMEpPUECKYIO TaiHy, o0agaTeneM KOTOpoi
SIBJISIETCS IPYTOE JIUII0, CYUTACTCS TTOJTYICHHOU
HE3aKOHHO?

Bnanets

HaBBIKAMU TIO
OCYIIECTBICHHUIO U
opraHu3aiuu paboThl Ha
po¢eCCHOHAIIBHOM
YPOBHE C IOKyMEHTaMH,
COJZIepIKALTIMH
uHpOpMaIHIO
OTPaHUYEHHOTO JAOCTYIa

Ilpumepnsie 6onpocel K 3aueny

1. [TonsiTre KOH(UIECHIINATIBHOTO
JIeNIOTIPOU3BO/ICTBA.

2. [Tpu3HaKH KOHPHUAESHIINATHLHOTO
JIeNIOTIPOU3BO/ICTBA.

3. CooTHomeHne KOH(GUICHIINAIEHOTO U
OTKPBITOTO JIEJIONPOU3BOICTBA.

4. ObuenocrynHas nHdopManus u
uHpOpMaIKs OTPaHUUYEHHOTO JI0CTYIIA.

5. CooTHomieHue nHPopMaIu

OTPAaHHYEHHOTO JIOCTYTA C TOCYAapCTBEHHOU
TaHOM.

6. Knaccudukanus cBegenuii
KOH(UICHIIMATLHOTO XapaKTepa M0 OCHOBAHUSM,
MPEyCMOTPEHHBIM JIEHCTBYIOIIUM
3aKOHO/IATEITBLCTBOM.

7. CBeneHus1, COCTABIISIOIINE CITYKEOHYIO
TaiHYy.

8. [Topsimok oOpareHus ¢ TOKyMEHTaMH,
COJIEpXKAIIMMU CITYKEOHYI0 HH(OPMAITHIO
OTPAaHNYEHHOTO PACIIPOCTPAHCHUSI.
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9. CBeneHus, KOTOPBIE HE MOTYT OTHOCHUTBCS K
ciyxebHoit taitne. ['pud «ls cioyxeOHOTO
TIOJTb30BAHMS».

10. CBenieHus1, COCTaBIISAIONINE KOMMEPUECKYIO
TaiHy.

11. MeponpusATysi, HalpaBJICHHBIE HA 3aLIUTY
KOMMEPYECKOU TaiHBI.

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

13. Knaccugukarus nepcoHaqbHbIX TaHHBIX.
14, [Tonyuenue un 00paboTKa MEPCOHATBHBIX

naHHBIX. OCHOBHBIC TpeOOBaHUS MpU 00paboTKe
NIEPCOHABHBIX JTaHHBIX.

15. Ilepenaya nepcoHanbHBIX TAHHBIX.
OnpezaeneHue Kpyra Jimll, UMEIOLUX IPaBo
JIOCTYTIA K TIEPCOHAIbHBIM JaHHBIM.

16. CBeneHusi, COCTaBIISIIOIINE TallHY CIIEJICTBUS
U CyJOIIPOU3BOICTBA.
17. CBenenusi, CBsI3aHHBIC C IPO(ECCHOHATBLHOU

JeSITeIbHOCTBIO (BpaueOHas, HOTapualbHasl,
aJIBOKaTCKas TallHa, TailHa IEPENUCKU,
Tes1e()OHHBIX IIEPErOBOPOB, IOYTOBBIX
OTITpaBIICHHUH, TeNerpadHBIX WIN HHBIX
COOOIIEHUT).

18. CBenieHus 0 CyIIHOCTU U300peTeHus,
MOJIE3HON MOJIENTN UJTH MTPOMBILIIEHHOT0 00pa3sia
710 0puIHAIBHON MyOIMKalMU HHQOPMALIUY O HUX.
19.  BapuaHThl CTpYKTYpHOH OpraHu3anuu
KOH(UIEHIIMAIBLHOTO JI€IO0NPOU3BO/ICTBA.

20. 3agaun ¥ QyHKIMH, IpaBa U
OTBETCTBEHHOCTbH CITY>KObI KOH()UIEHIINATIbHOTO
JIeNIOTIPOU3BO/ICTBA.

21.  JlokampHBIE HOPMATHUBHBIC AKTHI,
yCTaHaBJIMBAIOLINE MOPSAAO0K PAOOTHI €
KOH(HICHIIHATFHBIMU IOKYMEHTAMHU.

22. Pexum coxpanHOCTH KOH(UIEHITHATBEHBIX
JIOKYMEHTOB.

23. Ha3nauenue u BubI yuera
KOH(HICHIINATHHBIX JOKYMEHTOB.

24, VYder HocHUTeselH KOHPHUISHIIMATBLHON
MH(pOpMALINH.

Ilepeuenv mem u 3a0anuit 011 nOO20MOBKU K 3auemy:
23. Ionsamue KOHDUOEHYUATLHO20 0elONPOUIBOOCMEA.
24. Ilpusnaku KoH@UOEHYUATLHO20 0eNONPOU3B0OCMEA.
25. Coommowenue KOHGUOCHYUAILHO20 U OMKPBINO20 0eIONPOU3B00CMEA.
26. Oobweoocmynnas unghopmayus u UHGOpMayus 0CPaAHULEHHO20 OOCMYNA.
27. CoomHowenue uHghopmayuy 02panuyeHHo20 00OCMyna ¢ 20Cy0apCcmeeHHol matHou.




28. Knaccugpurayus ceedeHull KOHPUOEHYUATbHO2O Xapakmepa No OCHOBAHUSM,
nPeodyCMOMPEeHHbIM OeUCMBYIOUUM 3AKOHOOAMENbCMBOM.

29. Csedenus, cocmasnsowue CIysHceOHyo maimy.

30. Ilopsidok obpaweHuss ¢ OOKYMEHMAMU, COOEPAHCAWUMU CTLYHCEOHYIO UHDOPpMayuUIO
02PAHUYEHHO20 PACHPOCMPAHEHUS.

31. Ceeoenus, komopvle He Mo2ym OmHOCUMbCA K CaysceOnou matine. I pugh «/ns
CIYHCEOHO20 NONb30BAHUSLY.

32. Ceeoenus, cocmasnsaroujue kommepueckyro mauny. I pugh «Kommepuecxas maiinay.

33. Meponpuamus, nanpaeieHnvie HA 3aUUmy KOMMEPYeCKol mauHbl.

34. IlepconanvHvie Oannvie (ceedenus o epaxcoanax). Cocmas nepcoHanibHbiX OAHHbIX.

35. Knaccugpurayus nepconanrbHbix OAHHbIX.

36. Illonyuenue u obpabomka nepconanvHvlx Oanubix. OCHOBHbIE mMpebosanHus npu
00pabomie nepCcoHAIbHbLIX OAHHBIX.

37. Ilepeoaua nepconanvHvix Oauuvix. Onpedenenue Kpyea Uy, UMEOWUX NPABO
docmyna K nepcoHANbHbIM OAHHBIM.

38. Ceeodenus, cocmasnaowue matiny cre0Cmsus u Cyoonpou3so0cmed.

39. Cseoenus, cesasannvle ¢ NPOGeccuoHarvbHoU  OessmelbHOCmblo  (8pauebHas,
HOMAapUuaibHas, A080KAMCKAs MAHA, MAUHA NepPenucKi, meieQOHHbIX Nepeco8opos, NOYUMOBHIX
omnpaesieHutl, menecpaghubix Ui UHbIX COOOUeHULL).

40. Csedenuss o cywmocmu uzodOpemeHus, NONE3HOU MOOeIU UIU NPOMBIUULIEHHO20
obpazya 00 oguyuarbHo NYOIUKAYUU UHGOPMAYUU O HUX.

41. Bapuanmul cmpyKmypHOU Op2anu3ayuy KOHGUOEHYUANbHO20 0e0NPOU3800CMaEd.

42. 3a0auu u pynkyuu, npasa u 0meemMCcmMEEeHHOCHb CLYHCObl KOHPUOCHYUATbHO2O
o0enonpouszeoo0cmad.

43. JlokanvHblie HOpMamueHvle aKmbl, YCMAHAGIUEAIOWUE NOPAOOK pabomsl ¢
KOHUOeHYUATTbHBIMU OOKYMEHMAMU.

44. Pedrcum coxpanHocmu KOHGUOEHYUATIbHBIX OOKYMEHMOS.

45. Omeemcmeennocms 3a pasenauienue céedeHull KOHPUOEHYUANbHO20 XapaKmepa.

0) ITopsinok npoBeneHust NPOMEKYTOYHOM aTTECTALMH, TOKA3ATEJH H KPUTEPHH
OlLICHUBAHMSA:

[Tpomesxyrounas arrectranus no aucuumiuHe «KonduaeHnnanbHoe qenonponu3BoACTBOY
BKJIIOYAET  TEOPETHUYECKHE  BOMNPOCHI,  IO3BOJISIIOIIME  OLIEHUTh  YpPOBEHb  YCBOCHUS
00y4aromyMuUCs 3HaHUH, U MPaKTHYECKUE 33aJJaHMs, BBIABISIONINE CTENEeHb C(HOPMUPOBAHHOCTH
YMEHMH M BIaJeHui, NpoBOAUTCA B (hopMe 3auera ¢ OLEHKOM. 3adeT Mo JaHHOW TUCLUIUIMHE
POBOJUTCS B yCTHOU (opMe B (hopMe KOJTOKBUYMA T10 BOIIPOCAM.

Kpumepuu oyenxu (6 coomeemcmeuu ¢ hopmupyemvimu KOMHEMEHYUIMU U
NIAHUPYeMbIMU Pe3yTbmamamu 00y4enus):

[Ipu cnade 3auema ¢ oyenxoti OOyYArOMIMICS TOJKEH IMOKa3aTh C(HOPMUPOBAHHOCTH
CIEAYIOIMX KOMIETECHIINM:

CIIOCOOHOCTh HCIIONIH30BATh TEOPETHYECKHE 3HAHWS W METOABI HCCIENIOBAaHUS Ha
MIPAKTUKE;

BJIQJICHUE TECHICHIUSAMH Pa3BUTHUS WH(DOPMAIIMOHHO-TOKYMEHTAIMOHHOTO 00ecTeueHUs
YIPaBJICHUS ¥ ApXUBHOTO JIEJIa;

CIIOCOOHOCTh BBISIBIISITh M OTOUPATh JOKYMEHTBI [UISI pa3HbIX TUIOB W BUIOB
myOTuKaIuii;

BJIQJICHHE METOJJaMH 3aIIUTH HHPOPMAIIHH;

CIIOCOOHOCTH UCTOIB30BaTh MPAaBHJIa OPTAHU3AIMH BCEX ITAOB PabOTHI ¢ JOKYMEHTaMH,
B TOM YHCJI€ apXUBHBIMH JOKYMEHTAMU;

BIIaJICHUE HaBBIKAMU OOpaOOTKM JTOKYMEHTOB Ha BCEX JTamax JIOKyMEHTO00OpOTa,
CUCTEMAaTH3AIINH, COCTABIICHUSI HOMEHKIIATYPHI JCIT;



CIIOCOOHOCTh OPUEHTHPOBATHCS B 3aKOHOJATENILHON M HOPMAaTUBHO-METOUYECKON Oa3e
MH(OPMaLIMOHHO-AOKYMEHTAIIHOHHOTO 00eCnedyeHrs YIpaBJIeHWs M apXUBHOIO Jela u
CMEKHBIX 00JIaCTEeHi;

CIIOCOOHOCTh OPraHM30BaTh pPA0OTy C JOKYMEHTAMH, COJCpKAlIMMHU HH(OPMALUIO
OTPaHUYEHHOTO JIOCTYIA;

— Ha OLIGHKY «OTJIHYHO» (5 0ayioB) — 00y4aronuiicst 1eMOHCTPUPYET BBICOKHIT YPOBEHb
c()OPMUPOBAHHOCTH KOMIIETCHIIMI, BJIAJEET KAaTeropualbHBIM ammapaToM, YMeETh €ro
UCIIOJIb30BaTh B COOTBETCTBYIOIIEM KOHTEKCTE; YMETb IPOKOMMEHTHUPOBAThH OIpe/ieiIeHHE,
MOSICHUTD, MPUBECTH MPUMEPHI, WLTIOCTPUPYIOIIHNE OTACIbHbIC MOonoxeHus. CTyJeHT u3jaraer
uH(GOpPMALIMIO JIOTMYHO, TOCIEI0BAaTEIbHO, apryMEHTHPYS W KOMMEHTUPYS TOJ0XKEHUS,
UCTIONIB3YET PACCYXIAIOIINUNA CTHIIb, BBICKA3bIBAET CBOKO MO3UIUIO, (OPMYIHPYET BHIBOJBI B
KOHIIE BOIIPOCOB.

— Ha OIICHKY «Xopomio» (4 6amia) — o0y4aromuiicss AEMOHCTPUPYET CPEIHUN YPOBEHB
c(OpPMHUPOBAHHOCTH KOMIIETEHI[MI: OCHOBHBbIE 3HAHUS, YMEHHUS OCBOCHBI, HO JOIMYCKAIOTCS
HE3HAYUTEIbHBIC OMIMOKH, HETOYHOCTH, 3aTPyJHCHUS TMPU aAHAIUTHYCCKUX OIEPAIHsX,
nepeHoce 3HaHUI U YMEHH Ha HOBBIE, HECTAHIAPTHBIE CUTYALIUU.

— Ha OICHKY «YyIOBJIETBOPHUTEJbHO» (3 Oama) — OO0y4aromuiics IEMOHCTPUPYET
MOPOTOBBI YPOBEHb C(HOPMHUPOBAHHOCTH KOMIIETEHIIMI: B XOJ€ KOHTPOJIBHBIX MEpONPHUATUI
JIOITYCKAIOTCS OIMUOKH, TPOSBISETCS OTCYTCTBHE OTHCIbHBIX 3HAHWM, YMCHHM, HAaBBIKOB,
0oOy4aromMiiCsl UCIBITHIBAET 3HAYUTENbHbIE 3aTPYAHEHUS TNPU ONEPUPOBAHUU 3HAHHUSAMH U
YMEHHSIMH ITPU UX TIEPEHOCE HA HOBBIC CUTYAIIUU.

— Ha OLEHKY «HEYJIOBJIETBOPUTEIbHO» (2 Oamna) — oOydarolmuics AEMOHCTPUPYET
3HaHusi He Ooyee 20% TeopeTHUecKoro marepualia, JOMYCKAET CYIIECTBEHHBIC OIIMOKU, HE
MOJKET M0Ka3aTh MHTEJUICKTYaIbHbIE HABBIKH PEIICHUS MTPOCTHIX 3a7au.

— Ha OLICHKY «HeyJI0BJIeTBOPUTEJabHO» (1 0amt) — oOydyaromuiicss He MOXET MOKa3aTh
3HAHHSA Ha YPOBHE BOCIPOU3BEACHUA U OOBSCHEHHS HHPOpPMAIMM, HE MOXET I0Ka3aTh
WHTEJUICKTYaTbHBIC HABBIKM PEIICHUS TPOCTHIX 3a/1a4.



I[MPUJIOXEHUE 3

MeTtoauyeckue yKa3aHusi:
Memoouueckue pexomenoayuu 0158 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(uKanusi CBEJICHUN KOH(MUIACHIIMAILHOTO XapaKTepa; JIOKAIbHbIE HOPMATHUBHBIC AKTHI,
YCTaHABJIMBAIOLIME TOPSIOK pabOThl ¢ KOH(PHUICHIIMATHHBIMH JOKYMEHTaMH, OTPaKAIOIIMMU

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

MCCTO

pasriameHue CBeIeHui KOH(QUACHIMAIBHOTO XapaKTepa.
MeToanyecknue peKOMEHIAINY 110 BBIIOJIHEHUIO 3a1aHus «Komnaexkc mep no 3aujume

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

Cmpykmyphasa opzanuszayua KOHQPUOEHUUATLHO20

yKa3aHHeM HOMepa MyHKTA.

B nynkrte 2 nomkHa ObITh IPEICTaBICHA CTPYKTYpa OPTaHU3AIMY C BBIICICHUEM B HEH
CITykObl KOH(PHUICHIIUATHHOTO JEJIONPOU3BOCTBA.

B myHkTe 3 MOJDKHOCTHOM COCTaB JIOJDKEH COOTBETCTBOBaTh (Omepoccuiickomy
kinaccupukaropy mnpodeccuii pabouux, MOHKHOCTEH ciaykamux U TapupHbIX paspsaoB (OK
016-94).

B nynkre 4 nomkeH OBITH TPEACTABIEH CIMCOK HOPMATHUBHBIX AaKTOB, MPU 3TOM
ClIelyeT YYHUTHIBATh UX IOPUIUYECKYIO CUIY: OT (eAepalbHbIX /10 JOKAJIbHBIX HOPMATHUBHBIX
akToB. Ilpu paBHOM cTaTyce NOKYMEHTOB HMX B3aUMHOE DACIHOJOXEHHE OIpeNessercs IO
XPOHOJIOTHUH.

B nynkre 5 «llepeueHp BHIOB HHpOpMAaLUU KOH(MUICHLIMAIBHOTO XapakTepay
pexomeHnayeTcst 0QOpMIIATh B CIEIYIOIIEM BUJIE:

IMepeuens BUA0B HHGOpMANMU KOH(PHUIEHIINAIBLHOIO XapaKTepa

JomxHocTHbIe nulla (oapa3eieHns),

No HanMmenoBanwne cBeeHHU, Cpok
MMEIOIIHE MPABO PACIIOPSHKCHUS
T1/T1 [OTHOCSIIIIMXCS K KOH(PHIEHITATEHBIM KOH(UICHIINATHHOCTH
CBEICHUSIMU
1 2 3 4

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

Ilepeyenb NOKYMEHTOB, coAepKalUX HH(pOpMALUIO KOHPHICHIHATBLHOIO XapaKTepa

/1

Homxk- IIepuo-
OcHosa- Togpas- Mozpas P
Cpox HOCTHBIC | Konu- 4-
Haume- HHe IS JIeTIEHNS WIH JIETICHUS WIH A
KoH(DU- Jina YeCTB -| HOCTB
HOBaHUE KOH(bI/I‘ 0 (b JOJIDKHOCTHBIC JOJIDKHOCTHBIC ’ eCTBO Ape oc
JleHI[1alb- YTBEPX- | 3Kk3eMII- | caThl | M3AaHUA
JIOKYMEHTA |ICHIHAAIb- Jiana, OTBETCT- mna,
HOCTHU JAaoue | ggpoB JIOKY-
HOCTHU BCHHBIC 3a CorjiaCyromue
(mozmu- MEHTa
MIOATOTOBKY JIOKY-
ChIBa-




JOKyMEHTa MEHT o1Iue)
TIOKYMEHT

2 3 4 5 6 7 8 9

10

MeTOI[I/I‘-IeCKI/Ie PEKOMCHAAIMHW 110 BBIIOJHCHUIO 3aJaHUA «Yuer KOHd)I/II[eHI_[I/IaJIbHBIX

TOKYMEHTOBY:
[TpakTuyeckoe 3amaHue BBINOJHIECTCS MUchbMeHHO B (opmare Microsoft Office Word

2003 ¢ ykazaHueM HoMepa MyHKTA.

B nynkTe 1 10/mKHO OBITH OQPOPMIIEHO HE MEHEE MATHU MOPSAIKOBBIX HOMEPOB B Ka)JI0M
YUETHOM >KYpHAJle U PEecTpe U3 CIHCKA C 3al0JHEHHEM BceX rpad, He MeHee TpeX KapTouyeK Ha
KaKIBIA BUJ KAPTOUKH M3 CIIMCKA U HE MEHEe TPeX MITAMIIOB JUlsl Pa3HBIX BUJOB IOKYMEHTOB.

B nynkre 2 Bce pa3pabarbiBacMble KOH(DHICHIIMATBHBIE JOKYMEHTHI JOJKHBI OBITh
opopmiienbl  cormacHo TpeboBanusM ['OCT P 6.30-2003 «YHudummpoBaHHas cucreMa
JIOKYMEHTAITUH. YHaudunupoBanHas cucTema OpraHU3aIMOHHO-PACTIOPSTUTECIILHON
JNOKyMeHTaruu. TpeOoBaHUs K OQOPMIICHUIO JIOKYMEHTOB», BKIIOYas HEOOXOJUMbIC
JIOTIOJTHUTEIIbHBIC PEKBU3UTBI, XapaKTEPHBIC IS KOHPHUICHIIMATbHBIX JOKYMEHTOB.

[To xaxmoMmy yKa3aHHOMY BHJY KOIHPOBAaHUS JOJDKEH ObITh OGOpPMIICH OJHMH
KOH(UIICHIIMATBHBI JTOKYMEHT W HEOOXOIUMOE KOJHYECTBO 3K3EMIUIAPOB Komwuid (110
YCMOTPEHHIO) ¢ 0OPMIICHHEM BCEX HEOOXOAMMBIX PEKBH3UTOB U OTMETOK, KaK Ha JIMIICBOMU, TaK
U Ha OOOpPOTHOH CTOpPOHE KOH(MUICHIMAIHLHOTO JIOKYMEHTa, HAHOCHMBIX B IpoOIecce
W3TOTOBJICHHSI KOITUW Ha IOKYMEHT W HA CAaMH KOIIHH.

MeTOI[I/ILIGCKI/Ie PEKOMCHAIINH 10 BBITTOJTHCHHIO 3a/1aHUA «HOMGHKJ’I&TVDa ACTD).

[MpakTnueckoe 3amanne «HoMeHKIaTypa jaen» BBINOJHSETCS NMHUCBMEHHO B (opmare
Microsoft Office Word 2003 ¢ yka3zaHnuem HOMepa ITyHKTA.

B mynkre 1 nomkHa ObITH OOpMIICHa HOMEHKJIATypa KOH(HICHIMAIBHBIX JAEN IO
YCTaHOBIIEHHOH (opme, ¢ YyKazaHHMEM HE MeEHee [eCATH KOH(PHUICHIMAIbHBIX Jel, C
3aroJIHEHUEM BCeX HEOOXOAUMBIX rpad TaOJIMYHON YacTH JOKYMEHTa MO KaxXaA0oMy Jeny (Tomy)
U BCEX HEOOXOIMMBIX MOJITHUCEH U BH3.

PexBU3UTBI HOMEHKJIATYpbl KOH(MUACHIMATIBHBIX JIeT JODKHBI OBITh  O(QOPMIICHBI
cormacHo TtpeboBarmsmM ['OCT P 6.30-2003 «YuuduuupoBaHHas cucTeMa JIOKYMEHTAIHH.
YaudumpoBaHHas cucreMa OpraHu3alMOHHO-PACTIOPSAUTENFHON JOKyMeHTauu. TpeOdoBaHus
K OG(OpPMIICHHIO JIOKYMEHTOB», BKIIOYas HEOOXOAWMBIC OMOJHUTEIbHBIE PEKBU3UTHI,
XapakTepHbIe 1715l 0popMIIeHHS KOH(DUICHIIMATBHBIX TOKYMEHTOB.

Homenknarypa KOH(QUICHIMAIBHBIX JeN JO0JDKHA OBITh MpEACTaBICHa KaK TOTOBBIN
JTOKYMEHT.

Homenknatypa KOHQHICHIHATBHBIX 1]l MOKET ObITh 0OpPMIICHA B BHJIC KAPTUHKHU C
YCJIOBHUEM CBOOOIHOTO U YETKOTO MPOUTECHHUS BCEX PEKBU3HTOB U OTMETOK.

B mynkTte 2 Bce paspabaTbiBaeMble KOH(UACHIHAIBHBIE JOKYMEHTBHI JOJDKHBI OBITh
0(opMIIEHBI COTIACHO TUTIOBBIM (popmMam.
JIOIKHO OBITH 0(OPMIIEHO HE MEHEE OJHOTO YKa3aHHOTO JOKYMEHTA.




BuyTpeHHsiss onuch AOKYMEHTOB Jeia JOJDKHA COAEpKaTh HE MeHee 15 pa3imuyHbIX
KOH(UICHIIMABLHBIX JIOKYMEHTOB, KOTOPBIE 10 CBOEMY COJEPKAHHIO MOTYT COCTaBIIATH OJTHO
KOH(HICHIIMATIHLHOE J1E10.

B nucre-3aBepurene aena JOMHKHO 00s3aTEILHO COJIEPKATHCS YKa3aHUE Ha OCOOCHHOCTH
(U3HYECKOTO COCTOSIHUS KOH(UICHIMATBHBIX JOKYMEHTOB Jella U OCOOCHHOCTH UX
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 MPEICTAaBICHBl KaK TOTOBBIC JOKYMEHTHI C
o opMIICHHEM BCeX HEOOXOIUMBIX MOJIUCEN 1 BH3.

JIOKyMEHTBI MOTYT OBITh O(QOPMIICHBI B BUJE KApPTHHOK C YCIOBHEM CBOOOJHOTO W
YETKOTO MPOUYTEHHS BCEX PEKBU3UTOB M OTMETOK.



